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Introduction

First, there were the home versions: Windows 95, Windows 98, and Windows

Me. These were the Windows for everyday individuals. They were compatible
with just about everything on earth, including games of every description—but where
stability was concerned, they weren’t what you'd call Rocks of Gibraltar.

F or years, the evolution of Microsoft Windows ran along two different tracks.

Second, there were the corporate versions of Windows: Windows NT and Windows
2000. These versions of Windows rarely froze or crashed, and they featured industrial-
strength security. However, they weren’t anywhere near as compatible as the home
versions of Windows. If you tried to run the Barney the Dinosaur CD-ROM at work,
for example, you were out of luck (if not out of a job).

This schizophrenic approach to the evolution of Windows entailed its share of draw-
backs. It meant twice as much engineering effort for Microsoft, twice as much tech-
support knowledge by computer companies, and twice as much work for software
companies, which had to ensure compatibility with both systems. It wasn’t even so
great for you, the PC fan, because you had to worry about compatibility with each
piece of software you bought. And it was entirely possible to get confused when sitting
down in front of a PC running a different version of Windows.

The goal of Windows XP was simple: Combine the two versions of Windows into a
single new operating system that offers the best features of both.

For the most part, Microsoft succeeded. Ending the era of dual operating systems
offers both you and Microsoft huge simplicity benefits—now there’s only one operat-
ing system to learn, discuss, and troubleshoot. It also offers a big payoff to hardware
and software manufacturers, who now have to ensure compatibility with only one
operating system.

INTRODUCTION
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Introduction If you're used to one of the home versions, you may be surprised by some of the result-
_ ing changes; under the colorful, three-dimensional new skin of Windows XP Home
Edition lurks Windows 2000, which includes some of its beefy security features. This

book will help you get through them.

If you’re accustomed to Windows 2000 or Windows NT, you'll probably be happy to
hear that XP is built on the same bulletproof frame. All you have to get used to are
XP’s greater compatibility with a wide range of hardware and software, and Windows’
new look (and even that can be turned off, if you like).

Either way, you've entered a new age: the unified Windows era. Now you, Microsoft,
and software companies can get used to the notion that everybody is using the same
Windows. (There are still two different editions of Windows XP —Professional and
Home Edition—but they’re not really two different operating systems, as noted on
page 14.)

About This Book

Despite the many improvements in Windows over the years, one feature hasn’t im-
proved a bit: Microsoft’s documentation. In fact, with Windows XP, you get no printed
user guide at all. To learn about the thousands of pieces of software that make up this
operating system, you're expected to read the online help screens.

Unfortunately, as you'll quickly discover, these help screens are tersely written, offer
very little technical depth, and lack examples and illustrations. You can’t even mark
your place, underline, or read them in the bathroom. In Windows XP, many of the help
screens are actually on Microsoft’s Web site; you can’t see them without an Internet
connection. Too bad if you're on a plane somewhere with your laptop.

The purpose of this book, then, is to serve as the manual that should have accom-
panied Windows XP. In these pages, you'll find step-by-step instructions for using
almost every Windows feature, including those you may not even have quite under-
stood, let alone mastered.

Windows XP Home Edition: The Missing Manual is designed to accommodate non-
professional readers at every technical level. The primary discussions are written for
advanced-beginner or intermediate PC users. But if you’re a first-time Windows user,
special sidebar articles called Up To Speed provide the introductory information you
need to understand the topic at hand. If you're an advanced PC user, on the other
hand, keep your eye out for similar shaded boxes called Power Users’ Clinic. They
offer more technical tips, tricks, and shortcuts for the veteran PC fan.

Service Packs

Asyou probably know, Windows is a creature that constantly evolves. Every few weeks,
Microsoft issues another bundle of tiny patches: drivers for new add-ons, patches
for bugs, seals for newly discovered security holes, and so on. (Automatic Updates is
responsible for installing them; see page 325.)

2 WINDOWS XP HOME EDITION: THE MISSING MANUAL
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But once a year or so, the company rolls all of these minor updates into one mama
patch called a Service Pack. The first one, Service Pack 1, was largely designed to comply
with the U.S. Justice Department’s antitrust decree (page 174). The second, Service
Pack 2, debuted in the fall of 2004 and was far more important; it was designed to
make Windows more secure against the sort of Internet attacks that was making life
miserable for the PC faithful (Chapter 10).

Your PC may have one, two, or none of these service packs. To find out, open your
Start menu; right-click My Computer; and choose Properties from the shortcut menu.
You'll see the label “Service Pack 1” or “Service Pack 2” if you have them. (If you have
SP2, you also have SP1.)

About the Outline

This book is divided into six parts, each containing several chapters:

* Part 1, The Windows XP Desktop, covers everything you see on the screen when
you turn on a Windows XP computer: icons, windows, menus, scroll bars, the
Recycle Bin, shortcuts, the Start menu, shortcut menus, and so on.

* Part 2, The Components of Windows XP, is dedicated to the proposition that an
operating system is little more than a launch pad for programs. Chapter 5 describes
how to work with applications in Windows—Ilaunch them, switch among them,
swap data between them, use them to create and open files, and so on.

This part also offers an item-by-item discussion of the individual software nug-
gets that make up this operating system. These include not just the items in your
Control Panel folder, but also the long list of free programs that Microsoft threw
in: Windows Media Player, Movie Maker 2, WordPad, and so on.

Part 3, Windows Online, covers all the special Internet-related features of Win-
dows, including the wizards that set up your Internet account, Outlook Express
(for email), Internet Explorer 6 (for Web browsing), chatting or videoconferencing
with MSN Messenger, and so on. It also helps you fortify your PC, using Service
Pack 2 and the Windows Firewall.

-

Part 4, Plugging into Windows XP, describes the operating system’s relationship
with equipment you can attach to your PC—scanners, cameras, disks, printers,
and so on. Special chapters describe faxing, fonts, troubleshooting your PC, and
preventing problems from even arising.

Part 5, Building a Network, honors the millions of households and offices that
now contain more than one PC. It shows you how to set up, and then make the
most of, your own office network.

At the end of the book, three appendixes provide guidance in installing this operating
system, a menu-by-menu explanation of the Windows XP desktop commands, and
an introduction to editing the Registry.
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About This Book

About—These—Arrows

Throughout this book, and throughout the Missing Manual series, you'll find sentences
like this: “Open the Start—My Computer—Local Disk (C:)—Windows folder.” That’s
shorthand for a much longer instruction that directs you to open three nested icons
in sequence, like this: “Click the Start menu to open it. Click My Computer in the
Start menu. Inside the My Computer window is a disk icon labeled Local Disk (C:);
double-click it to open it. Inside that window is yet another icon called Windows.
Double-click to open it, too.”

Similarly, this kind of arrow shorthand helps to simplify the business of choosing
commands in menus, as shown in Figure I-1.

2% MSN Explorer
@ Congress phone

34 MSN Explorer
¥ Paint

ls) Outlook Express
53y Fax Console

[ wordpad

-1_7;_'] Send a Fax...
i Notepad

74 start

] Microsoft Word || ==

All Programs LY America Online

Figure I-1:

In this book, arrow notations

help to simplify folder and menu
instructions. For example,

“Choose Start—All Programs—
Accessories—Notepad” is a more
compact way of saying, “Click the
Start button. When the Start menu
opens, click All Programs; without
clicking, now slide to the right onto
the Accessories submenu; in that

@ New Office Document
| Gl open Office Document
il 92 windows Catalog

‘% Windows Update

e ’ﬁj Accessibility
) Games * il i) Communications

Office Tools || ) Entertainment » .
B Mot b @ sk submenu, click Notepad,” as shown
Microsoft Excel il @) System Tools 3 here.

@ Startup > ' \uJ) Address Book
& Internet Explorer | 5 Caleulator
Microsoft PowerPoint Command Prompt
Microsoft Word [2 Noteped
Iﬁ Outlook Express ¥ Paint
i @) Program Compatibility Wizard
| & Scanner and Camera Wizard
i €9 Synchronize

&) Tour Windows %P

s =) Windows Explorer
@LMGH iQITun gwjndows :EMabr
BT T R C RPN (4 wordPad

o Remate Assistance
() Windows Media Player
13 Windows Messenger

About Shift-Clicking
Here’s another bit of shorthand you’ll find in this book (and others): instructions to
Shift-click something. That means you should hold down the Shift key, and then click

before releasing the key. If you understand that much, the meaning of instructions
like “Ctrl-click” and “Alt-click” should be clear.
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About MissingManuals.com

You're invited and encouraged to submit corrections and updates to this book’s Web
page at www.missingmanuals.com. (Click the book’s name, and then click the Errata
link.) In an effort to keep the book as up-to-date and accurate as possible, each time
we print more copies of this book, we’ll make any corrections you've suggested.

Even if you have nothing to report, you should check that Errata page now and then.
That’s where we’ll post a list of the corrections and updates we’ve made, so that you
can mark important corrections into your own copy of the book, if you like.

In the meantime, we’d love to hear your suggestions for new books in the Missing
Manual line. There’s a place for that on the Web site, too, as well as a place to sign up
for free email notification of new titles in the series.

The Very Basics

To get the most out of Windows with the least frustration, it helps to be familiar with
the following concepts and terms. If you're new to Windows, be prepared to encoun-
ter these words and phrases over and over again—in the built-in Windows help, in
computer magazines, and in this book.

Windows Defined

Windows is an operating system, the software that controls your computer. It’s designed
to serve you in several ways:

* It’s a launching bay. At its heart, Windows is a home base, a remote-control clicker
that lets you call up the various software programs (applications) you use to do
work or kill time. When you get right down to it, applications are the real reason
you bought a PC.

Windows XP is a well-stocked software pantry unto itself; for example, it comes
with such basic programs as a Web browser, email program, simple word processor,
and calculator. Windows XP comes with eleven games, too, several of which you
can play live against other people on the Internet. (Chapter 6 covers all of these
freebie programs.)

If you were stranded on a desert island, the built-in Windows XP programs could
suffice for everyday operations. But if you're like most people, sooner or later,
you’ll buy and install more software. That’s one of the luxuries of using Windows:
You can choose from a staggering number of add-on programs. Whether you’re a
left-handed beekeeper or a German-speaking nun, some company somewhere is
selling Windows software designed just for you, its target audience.

It’s a file cabinet. Every application on your machine, as well as every document
you create, is represented on the screen by an icon (see Figure I-2). You can organize
these icons into little onscreen file folders. You can make backups (safety copies)
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The Very Basics by dragging file icons onto a floppy disk or blank CD, or send them to people by
email. You can also trash icons you no longer need by dragging them onto the

Recycle Bin icon.

I—" - Y ﬁgm I-2:
;] :j ?_] Your Windows world revolves around icons, the tiny pictures that represent your
My Computer  Congress  Sunsetjpg  Programs, documents, and various Windows components. From left to right: the
phone list. dac icons for your computer itself, a word processing document, a digital photo (a
- JPEG document), a word processor program (Word), and a CD-ROM inserted
m g’g into your computer.
Microsoft Word  Backup CD

« It’s your equipment headquarters. What you can actually see of Windows is only
the tip of the iceberg. An enormous chunk of Windows is behind-the-scenes
plumbing that controls the various functions of your computer—its modem,
screen, keyboard, printer, and so on.

The right mouse button is king

One of the most important features of Windows isn’t on the screen—it’s under your
hand. The standard mouse has two mouse buttons. You use the left one to click but-
tons, highlight text, and drag things around on the screen.

When you click the right button, however, a shortcut menu appears onscreen, like the
ones shown in Figure I-3. Get into the habit of right-clicking things—icons, folders,
disks, text in your word processor, buttons on your menu bar, pictures on a Web page,
and so on. The commands that appear on the shortcut menu will make you much
more productive and lead you to discover handy functions you never knew existed.

Eﬁ_,,_-_ s Figure I-3; _
1, Upen ut ‘t until the sl white stretch lime Shortcut menus (sometimes
R Explore sl 3 S0 called context menus)

Search... cut sometimes list commands

that aren't in the menus at the
top of the window. Here, for
example, are the commands
that appear when you right-
click a folder (feft) and some
highlighted text in a word

| sSharing and Security.... Copy

\ SendTo >

Cut Forit...

Copy

Create Shortcut

Paragraph, ..

Bullets and Numbering...

Delete i @ tiyperick.. ' processor (right). Once the
_ Rename | , - shortcut menu has appeared,
Propetties | g b left-click the command you
J Selsct Text with Similar Formatting want
Translate f
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This is a big deal: Microsoft’s research suggests that nearly 75 percent of Windows
users don’t use the right mouse button, and therefore miss hundreds of timesaving
shortcuts. Part of the rationale behind Windows XP’s redesign is putting these func-
tions out in the open. Even so, many more shortcuts remain hidden under your right
mouse button.

Tip: Microsoft doesn't discriminate against left-handers...much. You can swap the functions of the right
and left mouse buttons easily enough.

In the Control Panel window (Chapter 8), open the Mouse icon. When the Mouse Properties dialog box
opens, click the Buttons tab, and turn on the “Switch primary and secondary buttons” checkbox. Then click
OK. Windows now assumes that you want to use the feft mouse button as the one that produces shortcut
menus.

Wizards = Interviews

A wizard is a series of screens that walks you through the task you're trying to complete.
Wizards make configuration and installation tasks easier by breaking them down into
smaller, more easily digested steps. Figure I-4 offers an example.

The Very Basics

ﬂﬂ'm 4 ) Scanner ‘; nd C.mmn; Wizard
Wizards (interview screens) are
everywhere in Windows. On each
of the screens, you're supposed

to answer a question about your
computer or your preferences, and
then click a Next button. When you
click the Finish button on the final
screen, Windows whirls into action,
automatically completing the instal-
lation or setup.

W) Scanner and Camera Wizard

Chooze Piclures lo Copy
Pictures with check marks will be copred. To rotate a picture of view its properlies,
chek it. and then click the apprapriate butlan,

Picture Name and Destination
Select a name and destination for pour pictures.

1. Type a name lof thit group of piclures:

! Coovatond
| Z O Scanner and Camera Wizard

24 ‘L Other Oplions
You can choote lo keep working wih yout piclures

‘What do pou wanl o do?
) Publish these pictures to 2 Web sie

(=) Nothing. I'm finished working with these picturas

Leatn more about warking wih piclies,

m | Welcome to the Scanner and Camera
@ Wizard

‘Your pictures have been successiully copied to pour computer of network.
You can a0 publith these pictures to a Web s#e of erdet prints cnline.

(3 Order peinte of thess pictures om a phota printing Web site

T e
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There’s more than one way to do everything

No matter what setting you want to adjust, no matter what program you want to open,
Microsoft has provided five or six different ways to do it. For example, here are the
various ways to delete a file: press the Delete key, choose Delete from the File menu
at the top of a window, drag the file icon onto the Recycle Bin, or right-click the file
name and choose Delete from the shortcut menu.

Pessimists grumble that there are too many paths to every destination, making it
much more difficult to learn Windows. Optimists point out that this abundance of
approaches means that almost everyone will find, and settle on, a satisfying method for
each task. Whenever you find a task irksome, remember you have other options.

You can use the keyboard for everything

In earlier versions of Windows, underlined letters appeared in the names of menus
and dialog boxes. These underlines were clues for people who found it faster to do
something by pressing keys than by using the mouse.

The underlines are hidden in Windows XP, at least in disk and folder windows (they
still appear in your individual software programs). If you miss them, you have two
options:

+ Make them come back full-time, using the control panel’s Display program (see
page 255).

+ Make them reappear only when you summon them—by pressing the Alt key, Tab
key, or an arrow key whenever the menu bar is visible. (When operating menus,
you can release the Alt key immediately after pressing it.) In this book, in help
screens, and computer magazines, you'll see key combinations indicated like this:
Alt+S (or Alt+ whatever the letter key is).

B poem 524,14 - WordPad ) ggufeh"'s'. i it
o0 £t Wiew Tnsert Format oS ere’s now you mignt print iwo
S s Sonel = —_— copies of a document without
ol o 1L _ e using the mouse at all. First,
Sweiks ~E | S e S I press Alt+F, which opens the File
| —. sifpeis e | BSONSYE  Fex | e c(!‘;"-’f‘)' Then e ";e."‘;”‘-”
Prnk Preyiew ), which represen rin
" P;;ﬁ’_ b, B[ g ek commana’.ﬁ\low the P;'nt dialog
LpamszAt fe | Plernces box appears (right). Press Alt+C
RO ) Page Rangs — to highlight the Copies box, type
- R L ! the number of copies you want,
.. . & P — and then press Enter to “click”
‘ R e | ) e i1 the Print button. (The Enter key
| | oo v st Lo | always means, “Click the default
S v e = ‘1 button in the dialog box—the one
(e ) [ coca [ _amw ]| withashadowed border.”)
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Tip: Pressing the Windows logo key (next to the Alt key on most recent keyboards) opens the Start menu
and turns on its little underlines. Microsoft assumed, logically enough, that if you're enough of a keyboard
lover to have opened the Start menu from the keyboard, you're probably going to want to use the keyboard
to trigger the commands in the Start menu, too.

Once the underlines are visible, you can open a menu by pressing the underlined letter
(F for the File menu, for example). Once the menu is open, press the underlined letter
key that corresponds to the menu command you want. Or press Esc to close the menu
without doing anything. (In Windows, the Esc key always means cancel or stop.)

If choosing a menu command opens a dialog box, you can trigger its options, too, by
pressing Alt along with the underlined letters. (Within dialog boxes, you can’t press
and release Alt; you have to hold it down while typing the underlined letter.)

As shown in Figure I-5, it’s a rare task indeed that you can’t perform entirely from
the keyboard.

You could spend a lifetime changing properties

You can’t write an operating system that’s all things to all people, but Microsoft has
sure tried. You can change almost every aspect of the way Windows looks and works.
You can replace the gray backdrop of the screen (the wallpaper) with your favorite
photograph, change the typeface used for the names of your icons, or set up a par-
ticular program to launch automatically every time you turn on the PC.

When you want to change some general behavior of your PC, like how it connects to the
Internet, how soon the screen goes black to save power, or how quickly a letter repeats
when you hold down a key, you use the Control Panel window (see Chapter 8).

Figure I-6: l_!‘l_g:d Disk Drives
One quick way to find out how |

much space is left on your hard

Local Disk (C:) Properties

e

[ General | Tools | Harcware | Shating | Secuity | Quota

] Compress diive to save disk space

[] Allow Indeing Service ta index this disk for fast file seatching

. . A . 0 -
drive is to right-click the cor- E:x, " — —
responding icon and choose the Search... s ! . .
Properties command (lef). The | e ) = - |
A | ing and Security. ., I Local Dick

Properties dialog box appears ‘\—"?‘r’""' G Ha”” - N‘:FS = [
(right), featuring a handy disk- | B e it
space graph. . B Uced space: 2853556224 bytes  265GE

3!,1;(:@ Create Shortcut M Free space; 7636062208 bytes  7.11GB

‘| Rename
| m Capaciy: 10489518.432bytes  9.76GE I‘
Diive C '
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The Very Basics Many other times, however, you may want to adjust the settings of only one particular
_ element of the machine, such as the hard drive, the Recycle Bin, or a particular ap-
plication. In those cases, simply right-click the corresponding icon. In the resulting

shortcut menu, you'll often find a command called Properties. When you click it, a

dialog box appears containing settings or information about that object, as shown
in Figure I-6.

Tip: As a shortcut to the Properties command, just highlight an icon and then press Alt+Enter.

It’s also worth getting to know how to operate tabbed dialog boxes, like the one shown
in Figure I-6. These are windows that contain so many options, Microsoft has had to
split them up into separate panels, or tabs. To reveal a new set of options, just click a
different tab (called General, Tools, Hardware, Sharing, Security, and Quota in Figure
1-6). These tabs are designed to resemble the tabs at the top of file folders.

Tip: You can switch tabs without using the mouse by pressing Ctrl+Tab (to “click” the next tab to the right)
or Cirl+Shift+Tab (for the previous tab).

Every piece of hardware requires software

When computer geeks talk about their drivers, they’re not talking about their chauf-
feurs (unless they’re Bill Gates); they’re talking about the controlling software required
by every hardware component of a PC.

The driver is the translator between your PC’s brain and the equipment attached to
it: mouse, keyboard, screen, CD-ROM drive, scanner, digital camera, palmtop, and
so on. Without the correct driver software, the corresponding piece of equipment
doesn’t work at all.

When you buy one of these gadgets, you receive a CD containing the driver software.
If the included driver software works fine, then great. If your gadget acts up, how-
ever, remember that equipment manufacturers regularly release improved (read: less
buggy) versions of these software chunks. (You generally find such updates on the
manufacturers’ Web sites.)

Fortunately, Windows XP comes with drivers for over 12,000 components, saving you
the trouble of scavenging for them on a disk or on the Internet. (That’s one of XP’s
big advantages over Windows 2000, which was driver-poor by comparison.) This
gigantic library is the heart of Microsoft’s heavily advertised Plug and Play feature
(Chapter 14), which lets you connect a new gadget to your PC without even thinking
about the driver software.

It's not meant to be overwhelming

Windows has an absolutely staggering array of features. You can burrow six levels
down, dialog box through dialog box, and never come to the end of it. There are enough
programs, commands, and help screens to keep you studying the rest of your life.
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It’s crucial to remember that Microsoft’s programmers created Windows in mod-
ules—the digital-photography team here, the networking team there—with dif-
ferent audiences in mind. The idea, of course, was to make sure that no subset of
potential customers would find a feature lacking.

But if you don’t have a digital camera, a network, or whatever, there’s absolutely noth-
ing wrong with ignoring everything you encounter on the screen that isn’t relevant
to your setup and work routine. Even Bill Gates doesn’t use every single feature of
Windows XP.

What's New in Windows XP

Windows XP is the most dramatic Windows overhaul since the introduction of
Windows 95. As noted earlier, Microsoft wanted to merge its home line (the friendly
but cranky Windows 95, 98, and Me) with its corporate line (the unattractive but
rock-solid Windows NT and 2000) into a single, unified operating system that offers
the best of both.

But this flowing of two streams into a single mighty river is only the beginning. Some
of the following features will seem new only if you're used to Windows 2000, and
others only if you're coming from, say, Windows Me. The rest of this section is an
overview of the other goodies Windows XP offers.

Stability

The biggest news in Windows XP is that it’s based on Windows 2000. Its features,
including protected memory (if one program crashes, it isn’t allowed to poison the
well of memory that other programs use) and strong network security features, give
you vastly improved stability. In fact, it’s possible to go for weeks without having to
restart a crashed PC (as opposed to days or, well, minutes with Windows Me). That’s
not to say that individual programs don’t still bomb now and then—they do—but
they no longer take down your whole computer.

Here’s what else Microsoft has done to make your PC more stable:

* System File Protection. Before Windows XP (and Me), the installer for some new
piece of software might have replaced some important Windows file with an older
version, resulting in instability or crashes. When an installer tries to do that in
Windows XP, it gets the door slammed in its face.

Of course, if its installer is unable to replace the component it wants to replace,
your new software might not run. However, thanks to System File Protection, you'll
at least be no worse off than before you performed the installation.

» System Restore. Windows XP memorizes the condition of its own system files be-
fore you perform any kind of installation. If you find your PC doesn’t work properly
after installing some new piece of software, you can “roll back” your computer to
its earlier, healthy condition. Once again, you’ve just undone the installation, so
you can’t use that new piece of software or equipment, but you've also saved lots
of time troubleshooting, System Restore is a quick alternative to trying to return
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What's New in your machine, step by step, to the way it was before things went wrong. Bear in
Windows XP mind, though, that System Restore can’t recover or monitor any changes to your
own files (documents, email, and so on)—only system files and programs.

* More careful driver management. As noted above, you need driver software for
every component of your PC. Windows XP interrupts you with a warning mes-
sage whenever some installer tries to put an incompatible driver onto your system.
And if that roadblock fails, you can use the Driver Rollback feature (page 447) to
restore any driver that got replaced by a flakier one.

* AutoUpdate. Like any software company, Microsoft regularly releases small
fixes, patches, and updates to Windows. In the old days, it was your job to read
the magazines or scan the Web sites for news about these updates. Windows XP
takes over that task for you; whenever you're connected to the Internet, Windows
invisibly sneaks over to the Microsoft Web site, checks for updates to your soft-
ware components, downloads any that it thinks you need, and pops up a window
offering to install the patch for you. (You can turn off this feature if it feels too
much like Big Brother.)

A Cosmetic Overhaul

As you've probably discovered already, Windows XP looks much more modern and
colorful than its cosmetically challenged predecessors. The taskbar and window bor-
ders are now a shimmering, backlit blue; the redesigned icons have a 3-D shadowed
look; tiny animations liven up the desktop; and the Recycle Bin is now in the lower-
right corner, as though it’s the period at the end of a screen-size paragraph.

Other functional and cosmetic enhancements:

« When the taskbar gets crowded, it now automatically consolidates the window
buttons of each program. If you're working on six Word documents, you might
see just a single Microsoft Word button on the taskbar, which you can use as a
pop-up menu to switch to a specific document.

* The Start menu is now a better-organized, two-column affair—recently used
programs are listed in the left column, and everything else (My Documents, My
Computer, Control Panel, Search, and so on) is in the right.

+ The Control Panel can open in two different views: either as a window full of icons,
as before (Classic View), or in tidy function-related categories (Category View).
The beginning of Chapter 8 makes this new setup clear.

* There must be a neat freak on the XP design team, because Windows XP is prac-
tically obsessive about keeping your desktop and taskbar clear of clutter. A new
installation of Windows XP presents you with an immaculate desktop graced by
only a single icon, the Recycle Bin. (Of course, computer companies may still install
desktop icons on new PCs.) The software even interrupts you every few weeks,
offering to sweep away rarely used desktop icons into a special folder. Similarly, the
notification area (once called the taskbar tray) hides little buttons that you rarely
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use (page 90). If it could, Windows XP would reach out to pluck bits of spinach
from your teeth.

By the way, if you don’t care for the XP cosmetic changes, you can turn them off se-
lectively, which makes your desktop look and work just as it did in previous versions
of Windows (you’ll find instructions throughout this book in special boxes labeled
“Nostalgia Corner™). You can also turn off the various animations, drop shadows, and
other special effects for a measurable speed boost on slower PCs (see page 291).

Pictures, Music, and Movies

Windows XP gets a gold star for its new picture, music, and movie features. For ex-
ample, the simple act of plugging a digital camera into your PC opens a dialog box
that offers to transfer your photos from camera to hard drive.

Windows XP comes with version 8,9, or 10 of Windows Media Player (depending on
when you got your copy), which lets you play movies, listen to distant radio stations
over the Internet, burn music CDs, and transfer music files to your portable MP3
player. Chapter 7 tells all.

Miscellaneous Touch-Ups
Nips and tucks are everywhere in Windows XP. For example:
* XP machines start up and wake up faster than in previous Windows versions.

» Desktop windows now offer a left-side task pane (Figure I-7) that offers one-click
access to jobs you might need to do.

What's New in
Windows XP

Figure I-7: e S ] 1 :
Thge new task pane commands & C:\Documents and Settings\All Users\Documents\My MusichSa... E]@I@
are sometimes extremely i File Edt View Favorites Tools Help 2
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i 5 - > &Y J : Address [C3y C: -
background” when you click 1Ok o) OB | £ seard) - Auddress |2 C:\Doauments and (¥ [ 60
a picture file). Other times, R ~ | Name Size
they're invitations to sem_J' [ AR | @]Tightrope.wma 74348
money to Q”’“ osoft and {IS p— @New Stories (Highway Blues).... 743 KB
Ram:irs ( Sho,q for mu:src”on- P Flayal i @Little Gray Box.wma 743 KB
fine,” “Order prints _o{:hne ). @& shop for music onlin | @&)1nto the Night.wma 600 KB
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What's New in
Windows XP

+ Windows XP comes with Internet Explorer 6, an upgraded Web browser that offers
better security features and a couple of nifty picture-viewing options (Chapter

11).

* XP offers a few useful technologies expressly for laptop owners, including Clear Type
(for easier-to-read text on flat-panel screens) and improved battery manage-

ment.

* Frightened Web users can take some comfort in XP’s new, built-in firewall software,
which blocks hacker invasions from the Internet (Chapter 10).

FREQUENTLY ASKED QUESTION

Home Edition vs. Professional Edition

Ok [ bite: What exactly s the difference betweenthe Home

anid Professional Editions of Windows XP7 | thought there
was stippased to be just one unffied XP?

Whatyou heard is true: There's really just ane Windaws XP.
The Hame and Professional editions look alike, generaliy
work alike, and are based on tie same multigigabyte glob
of software code. Although afew options come with different

factory settings, every word in this book applies equally well

to the Professional Edition:

But a5 with a pizza, insurance palicy, or Toyota Camry, you
can paya little more to get a few extras tacked on. Buying

the Professional Edition equips you with these goodies.
Most of the following are interesting primatily to profes-

| sional corporate network nerds, to be sure, butinteresting

nonetheless;

Remote Desktop. If your XP Professional machine has a

permanent Internet connedtion {like a cable moden or BSL),

you can connect to Tt from any other Windows machinevia
the Interrict (or office networld). You can actually see what's
on its screen aiid maniptlate what you find there—a great
featuire when you're traveling with & laptop: (The Home
Ediion’s Remote Assistance feature, described on page 135,
isn't quite the same thing) '

Corporate domain membership. XP Professional com-
pliters can be partof a domain-—a group of networked
compilters, ustially inbig corporations, that system adimin-
isirators can administer as a uiit. Computers yunhing the
Heome Edition can still sit on-the network and print en'ifs
printers, for example, but these machines aren’t affected

by the changes the administrator makes to the domain
settings,

" Acknowledgment of high-horsepower chips. ff vour

computer has multiple processorsinside, or the Intel ltanium
processor, only XP Professional expicits them.

Offiine files, This feafure lets you “sign out” certain files
and folders when vou're about to leave the office with, for
example, your laptop. When vou retittn, the doaimenis
VoLive edited are automatically copied backto theirstarting
places on the network.

Roaming profiles. This feature lets you sit.down at any
PC on the office network, log on, and see your own per-
sonal desktop,-even thotgh you're not achually at vour own
personal PC.

Polyglot heaven. You can make Windows XP change the
languiage it uses for dislog bixes, menus, hielp files, dictionar-
ies, spelling checkers, and so o1,

File encryption. |n XP Projessicnal, yout can protectineli-
vidual files or folders with encryption. You also have mtch
grealer centrol over who (in your hiome, school, or office)
can aceess which files, folders, orp —Wwhether over
the network orWhen logging on personally.

Internet Information Services (11S}. XP Professional can
turn your PC intoia Web, mail, and FTP semver using this
software, which may: be familiar to Windows 2000 fans.

Dynamic disks. if you have more than one hard drive,
Yaticar set up P Professional to treat them all a5 a single
inassive disk. :
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* Windows Messenger lets you exchange instant messages with people on your
MSN, Hotmail, or Windows Messenger “buddy list” over the Internet. If your PC
has a microphone and speakers, you can also talk to your pals toll-free. Windows
Messenger even turns your PC into a videophone, if it has a video camera.

* Remote Assistance means that, in times of troubleshooting, you can extend an
invitation to someone geekier than yourself to see, and even take control of, your
PC from across the Internet. For anyone who’s ever lived through the exasperating
experience of trying to troubleshoot a friend’s computer over the phone (“Now
do you see a message on the screen? What does it say? No, no, that’s the Recycle
Bin...”), this is a big deal.

The Dark Side of Windows XP

Despite all of the improvements, Windows XP doesn’t come without its share of
controversy. Let us count the ways in which the new operating system has raised
eyebrows and hackles.

Security Holes

Since the first edition of this book—in fact, since Windows XP itself first appeared—
the landscape of Windows computing has taken a disconcerting jolt toward the nasty.
Almost everyone connected to the Internet has encountered one or more of these
upsetting no-fun creations:

» Viruses. Online lowlifes write hundreds of new viruses and Trojan horses each year,
each designed to gum up the works in Windows for as many people as possible.
Viruses are getting more damaging, more frequent, and more expensive to clean
out once your PC is infected.

« Spyware. This relatively new category of evilware gets downloaded to your hard
drive secretly, piggybacking on some more legitimate download. You might think
you're downloading a perfectly safe game, but it actually contains a secret program
that runs without your knowledge. It may monitor what you type, it may serve as
a remote-control tool for hackers, or it may actually send files and information
from your PC back to whoever created the spyware.

» Hacker attacks. Hackers aren’t especially interested in your grocery lists and letters
to Congress. Instead, they prefer to use automated sniffing software that looks for
unprotected PCs. If they get into yours, they can turn your PC into a relay station
that makes it harder for authorities to trace their hacking exploits.

Fortunately, Microsoft has taken a strong step toward shielding you from this kind of
unpleasantness by creating Service Pack 2. As you'll find out in Chapter 10, Service
Pack 2 makes it much harder for the scum of the Net to unleash viruses, spyware,
and hacking attacks on you.

Service Pack 2 is far from perfect, however. In the end, the responsibility for protecting
your PC falls on you—and Chapter 10 gives you the information you need to do it.

INTRODUCTION

What's New in
Windows XP
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Activation (Copy Protection)
Windows XP Windows XP marks the first time Microsoft has ever copy-protected Windows, mean-

ing you can’t install Windows XP on more than one PC from the same CD. (Techni-
cally, the CDs are all identical. What you really can’t use more than once is your serial
number.) If you have a desktop PC as well as a laptop, you have to buy Windows XP
twice, and Microsoft will give you only a 10 percent discount on the second copy. If
you make the attempt, the second PC refuses to operate after 30 days.

How does it know that you're being naughty? When you first install Windows XP,
the operating system inspects ten crucial components inside your PC: the hard drive,
motherboard, video card, memory, and so on. All this information is transmitted,
along with the 25-character serial number on the back of your Windows XP CD (the
Product Key), to Microsoft’s database via your Internet account. The process takes
about two seconds, and involves little more than clicking an OK button. You have
just activated Windows XP.

Note: If you don't have an Internet connection, activation is a much more grueling procedure. You have to
call a toll-free number, read a 50-digit identification number to the Microsoft agent, and then type a 42-digit
confirmation number into your software. Do whatever it takes to avoid having to endure this fingertip-
numbing ritual.

Later, if you try to install the same copy of Windows XP onto a different computer,
Windows XP will check in with Microsoft and discover that the new machine’s com-
ponents aren’t the same. It will conclude that you have tried to install the same copy
of the operating system onto a different machine—and it will lock you out.

This aspect of Windows XP has frightened or enraged many a computer fan. In truth,
though, it isn’t quite as bad as it seems. Here’s why:

+ If you buy a new PC with Windows XP already installed, you don’t have to activate
anything; it’s already been done.

* Copies of Windows XP that are distributed within corporations don’t require this
activation business, either.

* No information about you is transferred to Microsoft during this activation pro-
cess—only a list of the components in your PC make the trip. (Later in the instal-
lation process, you're also asked to register your copy of Windows—a completely
different affair. This time, personal information is transmitted to Microsoft—but
this part is optional.)

+ Don’t believe the Internet Chicken Littles who claim that activation will shut
down your PC if you try to upgrade the memory or another component. In fact,
you would have to replace four of the ten key components within a period of four
months—your basic hardware-upgrade frenzy—before Windows XP stopped
recognizing your computer. And even then, you could just call Microsoft to obtain
a new activation number.
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Tip: Your PC's note to itself that Windows has been properly activated is stored in two little files called Wpa.
dbl and Wpa.bak. (They're in your My Computer—Local Disk (C:)—Windows—sSystem32 folder.) If you
ever decide to replace your hard drive, back up these little files before you remove your original drive. (Copy
them onto a floppy, for example.)

Then, after installing the new hard drive and installing Windows XP onto it, copy the Wpa.dbl and Wpa.
bak files into exactly the same folder. Windows XP will be perfectly content that it's running on a legitimate,
properly activated computer.

Privacy Concerns

Microsoft is making more of an effort than ever to compile a massive database of its
customers. There’s nothing particularly sneaky about it, though, because Microsoft
collects this information only with your permission.

Here are three times when you’ll be asked to send information back to Microsoft:

* During registration. As noted earlier, registration means “sending your name and
address to Microsoft just after starting up Windows XP for the first time.” Register-
ing ensures that you'll be on Microsoft’s mailing lists, so you won’t miss a single
exciting Microsoft marketing message. Fortunately, it’s optional.

* After a crash or freeze. When things go really wrong with your software, Windows
XP, like Office XP before it, seeks your permission to send a bug report back to the
mother ship. No information about you is supposed to go along for the ride—only
a description of your PC and some technical specs that describe what was going
on at the time of the crash. However, it’s technically possible for some scraps of
your document to show up in the report.

Microsoft collects these bug reports by the thousands. Its hope, of course, is that
it will be able to spot patterns that help pinpoint the causes of these crashes.

* When you try to use one of the Internet features. Some of Windows XP’s most
attractive features, including MSN Messenger and Web page publishing, require
you to have a Passport—Microsoft’s form of Internet identification. All you have
to reveal in this case is your email address. You can refuse, of course, but then
Microsoft won't let you use those features.

Microsoft swears up and down that it has no ulterior motives in compiling this data.
But if it makes you nervous, just decline in each case.

Microsoft Data Formats

Microsoft makes no secret of the fact that it wants its own software technologies to
predominate, especially when it comes to the Internet and multimedia. For example,
Windows Media Player can’t understand QuickTime movie files or RealAudio files.

The situation has improved slightly over time. For example, the original Windows
XP didn’t include the Java software required by many Web sites (because Java isn’t a
Microsoft technology), and Windows Media Player couldn’t even create MP3 files.

INTRODUCTION

The Dark Side of
Windows XP
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The Dark Side of Fortunately, public pressure convinced Microsoft to restore Java in Service Pack 1
Windows XP (page 174) and MP3-file creation in Media Player 10 (Chapter 7).
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Part One:
The Windows XP Desktop

Chapter 1: The Desktop and Start Menu
Chapter 2: Windows, Folders, and the Taskbar
Chapter 3: Organizing Your Stuff

Chapter 4: Getting Help
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The Desktop and
Start Menu

hen you turn on a Windows XP computer for the first time, you may
think that you're simply seeing the traditional Windows startup process
as redesigned by a West Coast graphic designer.

Yes, it starts up slightly faster—that’s one of the most heavily advertised new fea-
tures of Windows XP—but otherwise, turning on a PC shows little more than a
newfangled version of the progress bar you may know and love from earlier editions
of Windows.

If it’s a new computer, you may also receive a big hello from the company that sold
it to you.

Then, if you've just performed a clean installation of Windows XP (see Appendix A),
or if it’s a brand-new PC, you may now be treated to a series of blue “Welcome to
Microsoft Windows” setup screens. This Setup Wizard guides you through setting up
an Internet account, activating your copy of Windows (page 16), setting up accounts
for different people who will be sharing this computer (Chapter 16), and so on. Ap-
pendix A has a complete description of this process.

After that basic startup business is taken care of, however, you may be in for a series
of surprises.

CHAPTER 1. THE DESKTOP AND START MENU

CHAPTER
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What happens next depends on whether you're the PC’s sole proprietor or share it

with other people in an office, school, or household.

Chris Olson

Fyma your sz awont

i 57

Windows
To begln; ciick youz User name

[@ ] Turn off computer

Figure 2-1:

If there are several accounts for
this PC—that is, if more than one
person uses it, each with his own
account-the machine presents
this screen each time you turn

it on. See Chapter 16 for much
more on this business of user
accounts and logging on. Also
see that chapter if, instead of the
dialog box shown here, you see a
message that says, “Press Ctrl-Alt-
Delete to begin.”

The desktop icons that once provided quick access to impor-
tant locations on your PC=Ny Computer, My Documents, My

Network Places, and Internet
Explorer—have been swept
away by the digital broom
of Microsoft's clean-freak XP
designers.

You can still get to these loca-
tions; they're listed in your Start
menu now. On one hand, you
can now open these folders
and programs without having
to hide whatever windows are

covering up your desktop. On the otherhand, opening them
now requires two mouse clicks (including one to open the
Start menu)—an egregious expendittire of caloric effort.

NOSTALGIA CORNER

Restoring the Desktop Icons

s
Desktop ltems

| General | web |

X

Deskiop icons —_—
[¥] My Documants [] My Network Places
I& Computer [T Intermet Explorer

B O | g

My Computer My Documents My Netwark  Recycle Bin
Places [full)

«

If you miss the old arrangement, it's easy enough to put
these icons back on the desktop. To do so, right-click the

desktop. From the shortcut
menu, choose Properties.

Now the Display Properties
dialog box appears. Click the
Desktop tab. Below the list of
backgrounds, clickthe Custom-
ize Desktop button. As shown
here, awaiting your summons
are checkboxes for the usual
desktop icons: My Dacuments,
My Computer, My Network

Places, and Internet Explorer. Turn on the ones you'd like
to install onto the desktop, putting checkmarks in the ap-
propriate boxes, and then click OK twice. Your old favorite

icons are now back where they once belenged:
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« If it’s a new PC, or your own PC, no big deal. You arrive at the Windows XP desk-
top.

« If it’s a shared PC, you may encounter the Welcome dialog box, shown in Figure
2-1. Click your name in the list, type your password if you're asked for it, and click
the little right-pointing arrow button (or press Enter). You arrive at the desktop.

The Elements of the XP Desktop

Once you're past the heart-pounding excitement of the new startup logo and the
Setup Wizard, you reach the digital vista shown in Figure 2-2. That’s right, it’s the
Windows desktop, now graced by a pastoral sunny hillside that should look familiar
to anyone who has ever watched Teletubbies.

On a fresh installation of Windows XP, you may be surprised to discover that Microsoft
has gone cleanliness-crazy. A brand-new installation of Windows XP on a new com-
puter presents an absolutely spotless desktop, utterly icon-free except for the Recycle
Bin. Even the familiar My Computer, My Documents, and My Network Places icons
seem to be missing. (If you've upgraded from an older version of Windows, you'll still
see your old icons on the desktop. Furthermore, the company who sold you your PC
may have stocked the desktop with a few of its own icons—but you get the point.)

Those former desktop icons are now in your Start menu, which appears when you
click the Start button in the lower-left corner of your screen (Figure 2-2). The fol-
lowing pages cover the Start menu in detail.

Figure 2-2:

A brand new Windows XP
computer screen looks like
this. Everything you'll ever
do on the computer will
begin with a click on one
of these three elements: a
desktop icon, the Start but-
ton, or the taskbar, which

Tnkeriet
rartet £ st

is described in Chapter 2. i i

(The Start menu, now in a Pt B b

new, improved two-column I eeeives R
format, lists every significant N o P enined
command and software O i (R
component on your PC) T
Some people enjoy the @ i ) ves wnapt

newly streamlined Windows s
XP desktop. Others deliber- L T
ately place additional icons
on the desktop—favorite
programs and documents— e O 1o o
for quicker access. Let your
personality be your guide.

A prmgramy [

Start menu Desktop Recycle Bin
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The Elements of the Windows XP is composed of 40 million lines of computer code, scattered across your
hard drive in thousands of files. The vast majority of them are support files, there for
behind-the-scenes use by Windows and your applications, They’re not for you. They

may as well bear a sticker saying, “No user serviceable parts inside.”

That’s why the Start menu is so important. It lists every useful piece of software on
your computet, including commands, programs, and files. You use the Start menu to
open programs, install new software, configure hardware, find files, and more.

When you click the Start button at the lower-left corner of your screen, the Start
menu pops open, shooting upward. Its contents depend on which options you (or
your computer’s manufacturer) have put there; Figure 2-3 illustrates an example. The
new, multicolumn structure of the Start menu is one of the most radical develop-
ments in Windows XP.

The new Start menu is divided into four chunks. One area, the pinned items list, lists
programs you use every day (and is yours to modify). Another, the most frequently
used programs list, lists programs you use often, and is computed automatically by
Windows. The final two sections list Windows features and standard Windows pro-
grams. Figure 2-3 describes the function of each section.

"Pinned” items  Components of Windows Figure 2-3;

Left: The Start menu is divided
into several distinct sections.
The top left section is yours

to play with. You can “pin”

T Activate Windows
| EE] New Office Document

@;'f Internet ,j Myl;o‘;uny‘gq;lj g oternet 3 Open Office Document : Whate_]"er programs you wan f
e TN ERA R | windows Catakg here, in whatever order you like.
o e ul Y. 5 5 i
L"‘;.Zl A - —i S ™ soes |1 % Windows Undsto The lower-left section lists the
< My Music ”
I Rl 1= o W R o W od oo
1y My Computer Games. 3 3
- - ) Mosoit Office Took + (You can delete individual
W M Explor MEH Explore = \ 2
ig B Bidsida |2 sas " items here, but you can’t add
Q Whindons Magia Flayse @) Helo end Support Wirvdows Madia Flaze g ;itartun - ’ ftthems m;hnua”’); or gearr?nge
nternet er I’ I,
Y £y T em,) The right-side column
_ @ Widsmamtiser | g @ Pra e ﬁf:ii:ﬁ n) provides direct access to certain
e e 50l erFoint
@) rov vrmsows e ke @) o vitomsre _ S Windows features and standard
@ Flles and Settings Transfer | | ﬁ Filws-and Settings T4 "85 MSM Explorer mndom programs.
B o ' S b 5 outock Express Right: The All Programs menu

,_:, Remote Assistance
&% Windows Media Player

- —
i superimposes itself on the stan-
dard two-column Start menu,
listing almost every piece of
soffware you've ever installed.
You can rearrange, add to, or
delete items from this list,

Rl Progrisms &

; @Lm it @l ;'urn oAt ;:orraml-,r j

iy starth

Most often used items Master list of programs
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Tip: If you're a keyboard-shortcut lover, you can open the Start menu by pressing the Windows logo key on
the hottom row of your keyboard. (If you're using one of those antique, kerosene-operated keyboards that
lacks a Windows key, press Ctrl+Esc instead.)

The Elements of the
XP Desktop

Once it's open, you can use the arrow keys to “walk” up and down the menu (or type the first letters of the
command you want), and then press Enter to “click” the highlighted command.

Start menu items graced by a right-pointing triangle arrow (such as Settings in Figure
2-3) have submenus, also known as cascading menus. As you move your mouse pointer
over an item that has such an arrow, the submenu, listing additional options, pops
out to the right (you don’t have to click). It's not unusual for submenu items to have
arrows of their own, indicating additional submenus.

This discussion describes the items in the Start menu from the bottom up, left to right,
the way your mouse encounters them as it moves up from the Start button.

Tip: To change your name and icon as it appears at the top of the new Start menu, use the User Accounts
program in the Control Panel, as described on page 491.

NOSTALGIA CORNER

Return to the Old Start Menu

The newly designed XP Start menu has its charms, not
the least of which is'its three-dimensional glowing effect.
But'it's also confusing to old-time
Windows users, and slower to open,

differences in the behavior of the Start menu commands.
For example, the Log Off command bears your actual ac-
count name (“Log Off Chris”), and
of course the Programs command

Taskbar and Start Menu Properties E:[EI

particularly on PCs that aren't quite
state of the art

Fortunately, it's easy enough to
switch back to the organization and
design of the old, single-column
Start menu. Just right-click the Start
button. Now, from the shortcut
menu, choose Properties.

In the dialog box that appears, you'll
see the option to return tothe old
Start:menu design—what Microsoft
calls Classic Start menu—staring
you in the face, complete with an

O Statt maru
Select this menu style far easy access ta the
Intermet. e-mei. and your favorte programs.

(D Claszic Stat meny
se the menu style rom
of Windaws.

Cox ) (Comen J[awp )

illustration. Click that button, click OK, and enjoy going

back to the future.

When you use the Classic Start menu, you'll notice a few

isn't @ second, separate menu su-
perimposed on the Start menu. (But
you knew that, of course, because
you're already accustomed to the
older Start menu.)

Incidentally, on the assumption that
you really liked Windows better the
oldway, tuming onthe Classic Start
menu also restores several icons
to your immaculate desktop: My
Dacuments, My Computer, Internet
Explorer, and My Network Places,
(They disappear when you switch
back to the modern Start menu.)

To restore the new Start menu, repeat the procedure=but

instead.

this time, in the dialog box shown here, click Start Menu
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This command is at the heart of Windows XP’s accounts feature, in which each person
who uses this PC gets to see his own desktop picture, email account, files, and so on
(see Chapter 16). If you don’t use that feature—if you're the only one who uses the
computer—you can safely ignore this option forever.

Choosing this command may present either of two dialog boxes, depending on whether
or not you have turned on the Windows XP feature called Fast User Switching.

» Switch User/Log Off. If you see the dialog box shown at the top of Figure 2-4, then
Fast User Switching is turned on (as it is on any fresh installation of Windows XP
Home Edition). It's among the most useful new features in Windows XP, since it
lets somebody else log on to the computer, opening up his own world of docu-
ments, email, desktop picture, and so on. Meanwhile,—whatever you had up and
running remains open behind the scenes. After the interloper is finished, you can
log on again to find all of your open programs and documents exactly where you
left them on the screen.

Figure 2-4;

Top: If Fast User Switching is turned on, this is what you see when
you choose Start—Log Off. No matter which button you click, you
return to the Welcome screen. The only difference is that clicking
Switch User leaves all of your programs open and in memory, and
Log Off takes a few moments to close them.

Bottom: If Fast User Switching isn't turned on, the traditional Log Off
dialog box appears when you choose Start—Log Off. If you click Log
Off again, Windows quits your programs and then takes you to the
Welcome screen once again.

52
! {P Are you sure you want to log off?

FREQUENTLY ASKED QUESTION

Turn Off Computer in the Start Menu

Coutld someone explain why the Turn Off Computer com- But you wouldn't be the first person to find it illogical to
mand s In a meny catied Start? click Start when you want to stop. Microsoft probably
should have named the button “Menu,” saving alf af s 4
fut of confusion:

The Name-the Button commitiee at Microsoft probably
thought that vou'd interpret Stait to mean, “Statt here o
get something accomplished.”
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This feature is especially useful whenever you just want to check your calendar or
look up a phone number while somebody else is on the machine. Because you can
quickly duck into your own account without making your colleague close and quit
all of her open documents and programs, she’s much less likely to resent having
to log off briefly.

Tip: You turn Fast User Switching off in Start— Control Panel—User Accounts (click the link called "Change
the way users log on or off"). On the other hand, there's no downside to using Fast User Switching, as long
as your machine has plenty of memory. Details appear on page 502.

+ Immediate log off. If you see the dialog box shown at the bottom of Figure 2-4, you
or someone you love has turned off Fast User Switching. If you now click Log Off
(or press Enter), Windows closes all open programs and presents a new Welcome
screen so that the next person can sign in. If you haven't saved your work, each
application gives you an opportunity to do so before closing.

If you click Cancel, you're sent right back to whatever you were doing.

Start—Turn Off Computer

This menu item is more powerful than its name implies. Choosing it opens a dialog
box that offers several variations on “off” (see Figure 2-5).

» Stand By puts your computer to “sleep.” This special state of PC consciousness
reduces the amount of electricity the computer uses. The machine remains in
suspended animation until you use the mouse or keyboard.

Start—Log OFf

Figure 2-5:

Top: Just how off is off? Click the button corresponding to
degree of off-ness you want—or press the letter H (for Hi-
bernate), R (for Restart), S (for Stand By), or U (for Turn
Off). Or just point to one of these buttons without clicking
if you want to read an explanation of the command.

Bottom: The secret Hibernate button appears when you Stand By
press the Shift key when the Turn Off Computer dialog
box is open.

Hibernate

CHAPTER 1: THE DESKTOP AND START MENU
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Start—>Turn Off How the PC sleeps depends on its power-saving features. Usually, the hard drive

stops spinning and the screen goes dark. Whatever programs or documents you
were working on remain in memotry.
If you're using a laptop and working on battery power, the Standby mode is a real
boon. When the flight attendant hands over your microwaved chicken teriyaki,
you can take a food break without closing all your programs or shutting down
the computer. And best of all, Standby mode consumes only the barest trickle of
battery power.

Use the Standby option when you want to put your computer to sleep on cue. It’s
worth noting, however, that you can set the computer to go into standby automati-
cally whenever you haven’t used the mouse or keyboard for a while. You can even
make it so that the computer won’t wake up again unless you type in a certain
password. Page 285 has the details on these extra features.

Turn Off quits all open programs (or, in some cases, prompts you to do so), offers
you the opportunity to save any unsaved documents, and then exits Windows.
Most modern PCs then turn off automatically.

If your older model requires you to manually press the power button, you must
wait until a message appears on the screen telling you that it’s safe to turn off the
computer (which may take more than a few seconds).

Tip: You don't have to open the Start menu to turn off the computer. Just press the power button. (If that
makes the PC sleep or fibernate instead, see page 285.)

GEM IN THE ROUGH

Hibernation as a Shutdown Technique

Whien you shut down the computer in Hibemation mode,
the next startup is lightning-fast. As soon as the startup
procedtire Begins, Windows notices the hibernation file oh
the hard drive. says, "Hey, everything's in place, “and loads
the file into memory. After you push the power bution,
evervihing reappears on the streen faster than you can say,
“Redmond, Washington.” After you've enjoyed the speed
of a power Up from Hibernation mode, the notinal starup
seems interminably, Unbearably siow.

This instant-on characteristic makes it tempting to use the Hi:
bernation feature everytine youshut down your compuiter,

But before adopting hibernation as yout standard shutdowr

procedure, there are a few things to consider. When your
PC hibernates, Windows deesn’t have a chance te quit and
then restart, as it would if yeu use the Restart command

or shut the computer down. As a result, Windows hever
gets the opporunily to fiush your computer's memory of
perform the ether domestie chores of a modern operating
system. Cehsequently, Windows may seem 1o slow down
over time,

Furthermore, the Plug and Play feature desaibed in Chapter
14 might not werk when you/plug in some new piece of
equipment, fhat's becatise Windows erdinarily tecosnizes
such new artivals during the starfup pracess—and whesn your
computer hibernates, there Js no'startup process.

The solution is to compromise. Use the Hibemnation mode
most of the time, but shut the compuiter down of restart it
every now and tien. (If yvou bought your PC with Windows
AP preinstalied, yoli may have noticed that it starts Up faster
than before, anyway.)
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* Restart quits all open programs, and then quits and restarts Windows again au-
tomatically. The computer doesn’t turn off. (You might do this to “refresh” your

computer when you notice that it’s responding sluggishly, for example.)

Hibernate is a terrific feature—but for some reason, Microsoft decided to hide
it in Windows XP. It doesn’t appear in the Turn Off Computer dialog box unless
you hold down the Shift key. When you do so, the Stand By button changes to say

Hibernate.

Hibernating shuts down the machine after it memiorizes the state of your software,
including all open operating system files, applications, and documents. Behind the
scenes, it saves all this memorized information into a file on your hard disk. (As
a result, the Hibernate command doesn’t work unless you have a lot of free disk
space. The more RAM your computer has, the more disk space you'll need.)

The beauty of this feature is that when you start the computer again, everything
returns to the way it was when you shut down—fast. The same documents appear,
the same programs are running, and so on. Hibernate, in other words, offers the

speed and convenience of Stand By, with the safety of Turn Off.

Start—Turn Off
Computer

Figure 2-6:

The Start—All Programs menu
may list the actual application
(such as Microsoft Word) that
you can click to launch the pro-
gram. But it may also list a pro-
gram group, a submenu that
lists everything in a particular
application folder. Some soft-
ware programs install a folder
on the All Programs menu, like
the Office Tools folder shown
here, that contains commands
for launching the software,
uninstalling the software, run-
ning specific utilities, opening
the help files, and

50 on,

If you have Service Pack 1
(page 174), by the way, the top
of your All Programs list shows
an additional, telltale ifem: Set
Program Access and Defaults.
It's a shortcut to the panel that
lets you (or the Justice Depart-
ment) hide Microsoft's Internet
programs.

fﬁ Activate Windows

; . Internet
Intarmiet Explarer
W3 E-mail
Outlook Express

E Microsoft Word

W5 Windows Catalog
“ Windows Update

) Accessories

@ Games

(@ snagtt 6
@ startup
o Internet Explorer

@wmdnws Mavie Maks Microsoft Excel

@ Tour Windows %P Micrasaft Ward

< Files and Settings Tr wd SN Explorer
P Wil [} Outlock Express

._ Remote Assistance

ﬂ New Office Document
(a Open Cffice Dacument

Microsaft PowerPoint

@ Windows Media Player

¥ i
All Programs ‘J 3 ‘Windows Messenger

| Micrasoft Clip Organizer
| & Microsoft Office Application Recovery
| &3 Microsoft Office Dacument Tmaging

| 3 Microseft Office Document Scanning

| A Microscft Office ¥P Language Settings
i 2B Save My Settings Wizard

og Off [6' Turn Gff Computer
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Start—Turn Off As with the Standby feature, you can configure your computer to hibernate au-
Computer tomatically after a period of inactivity, or require a password to bring it out of

hibernation. See page 280 for details.

Note: Some older computers don't come with the necessary circuitry (technically, BIOS support) for the
Hibernate command. In that case, the Hibemate choice doesn't appear, even when you press Shift.

Start—All Programs

For most people, the Start—All Programs command is the most important function
of the Start menu, It’s the master list of every program on your computer. (The in-
staller for any new program generally installs its own name in this menu; see Figure
2-6.) You can jump directly to your word processor, calendar, or favorite game, for
example, just by choosing its name from the Start—All Programs menu.

Tip: When the Start menu is open, you can open the All Programs menu in a number of ways: by dlicking
the All Programs menu, by pointing to it and keeping the mouse still for a moment, or by pressing the P and
then the right-arrow keys on your keyboard.

Speaking of keyboard fanaticism: Once the programs list is open, you can also choose anything in it without
involving the mouse, Just type the first letter of a program'’s name—or press the up and down arrow keys—to
highlight the name of the program you want. Then press Enter to seal the deal,

Clearly, the graphic designers were on vacation the day Microsoft came up with this
one. The All Programs menu appears superimposed on the regular Start menu, adding
a third column in a second layer—not the most elegant visual solution, to be sure,
but at least easy to find.

NOSTALGIA CORNER

Restoring the Single-Column Programs List

{f your have a lot of programs, the All Programs meni may.  until you see Scroll Programs. Turn on the checkbox and
itself consume mulfiple coltimns on yoursareen. if this col- themclick OK twice.

umns-on-columns effect makes you a bit dizzy, just replace
itwith the simple, one-column, scrolling Programs ment of
Windows gonie by.

Even now, withe the scrolling featureitumed on, your pro-
graims list may stll be too talf o en. But you can
scroll the to the k- friangle arow
To do sp, right-elick the Start button, then choose Properties  (at the top er bottom of the men thout clicking. And
from the pop-up menu. Next, click the Customize button,  of course; yout can always select items in the fist from the
click the Advanced tab, and scroli dowa the list of options  keyboard.
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The Startup folder

The Start—All Programs menu also lists the Startup folder, which contains programs
that load automatically every time you start Windows XP. This can be a very useful
feature; if you check your email every morning, you may as well save yourself a few
mouse clicks by putting your email program into the Startup folder. If you spend all
day long word processing, you may as well put Microsoft Word or WordPerfect in
there.

In fact, although few PC users suspect it, what you put into the Startup folder doesn’t
have to be an application. It can just as well be a certain document you consult ev-
ery day. It can even be a folder or disk icon whose window you'd like to find open
and waiting each time you turn on the PC. (The My Documents folder is a natural
example.)

Of course, you may be interested in the Startup folder for a different reason: to stop
some program from launching itself. This is a particularly common syndrome if
somebody else set up your PC—some program seems to launch itself, unbidden,
every time you turn the machine on.

Tip: All kinds of programs dump components into this folder. Over time, they can begin to slow down your
compuiter. If you're having trouble determining the purpose of one startup program or another, visit this
Web page, which provides a comprehensive list of every startup software nugget known, with instructions
for turning off each one: fittp;//wwwsysinfo.org/startupinfo.htm!,

Fortunately, it’s easy to either add or remove items from the Startup folder:

1. Click the Start button. Point to All Programs. Right-click Startup and choose
Open from the shortcut menu.

The Startup window opens, revealing whatever is inside at the moment. To delete
an icon from this folder, right-click it, choose Delete from the shortcut menu,
and answer Yes to send the icon to the Recycle Bin. The deed is done; close all the
windows you've opened and enjoy your freedom from self-launching software.

To add a new icon to the Startup folder, on the other hand, read on.

2. Navigate to the disk, folder, application, or document icon you want to add to
the Startup folder.

Doing so requires familiarity with one of two folder-navigation schemes: My
Computer or Windows Explorer. Both are described in the next chapter.

3. Using the right mouse button, drag the icon directly into the Startup window, as
shown in Figure 2-7.

When you release the button, a shortcut menu appears.
4. Choose Create Shortcuts Here from the shortcut menu.

Close all the windows you've opened. For now on, each time you turn on or restart
your computer, the program, file, disk, or folder you dragged will open.
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Start-—All
Programs

Tip:To find out what something is—something in your Start menu, All Programs menu, or indeed anywhere
on your desktop—point to it with your cursor without clicking. A small yellow tooftjp appears, containing a
text description. (If the tooltip doesn't appear, it might be that the window you're pointing to isn't the active
window on your desktop. Click the window and try again.)

J_f%sh recipss
@fur Cathy

! @] Chapter 2V

1 @Helpfu\ Travmn\ '

£ Kansas City KC Star
@My Life a5 a Gnat

Figure 2-7:

It’s easy to add a program or document
icon to your Startup folder so that it
launches automatically every time you
turn on the computer. Here, a docu-
ment from the My Documents folder is
being added. You may also want to add
a shortcut for the My Documents folder
itself, which ensures that its window will be
ready and open each time the computer
starts up.

tupy Hefe 7
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Start—Run

Use the Run menu item to get to a comnand line, as shown in Figure 2-8. A command
line is a text-based method of performing a task. You type a command, click OK, and
something happens as a result.

‘Working at the command line is becoming a lost art in the world of Windows, because
most people prefer to issue commands by choosing from menus using the mouse.
However, some old-timers still love the command line, and even mouse-lovers en-
counter situations where a typed command is the only way to do something.

If you're an old-time PC veteran, your head probably teems with neat Run commands
you've picked up over the years. If you’re new to this idea, however, here are a few of
the useful and timesaving functions you can perform with the Run dialog box:

Launch a Program

As noted later in this discussion, one of the most important Start menu commands
is the All Programs menu, where you'll find the name of almost every application
on your computer. You can open these programs one at a time by typing its program
file name in the Open text box and then pressing Enter. That’s an extremely useful

WINDOWS XP HOME EDITION: THE MISSING MANUAL

Lenovo EX-1006, Page 045
IPR2021-00786 (Lenovo Inc. v. LITL LLC.)



shortcut for both pros and novices alike, because it’s frequently faster to launch a
program this way than to use the Start—All Programs menu.

Unfortunately, the program file name isn’t the same as its plain-English name; it’s a
cryptic, abbreviated version. For example, if you want to open Microsoft Word, you
must type winword. That’s the actual name of the Word program icon as it sits in your
My Computer—Local Disk (C:)—Program Files—>Microsoft Office—Office folder.
Some other common program file names are shown here:

Program’s real name
Iexplore
explorer
write
msworks
msimn
wmplayer
palm

sol
winmine
control
regedit
cleanmgr
defrag
calc

Program’s familiar name
Internet Explorer
Windows Explorer
WordPad

Microsoft Works
Outlook Express
Windows Media Player
Palm Desktop

Solitaire

Minesweep

classic Control Panel
The Registry Editor
Disk Cleanup

Disk Defragmenter
Calculator

Tip: To discover the program file name of a certain program, see “Which One's the Program?” on page

61.

Start—>Run

Figure 2-8:

Top: The last Run command you entered appears automatically in
the Open text box. You can use the drop-down list to see a list of
commands you've previously entered.

Bottom: The Run command knows the names of all of your folders
and also remembers the last few commands you typed here. As
you go, you're shown the best match for the characters you're typ-

ing. When the name of the folder you're trying to open appears in Lok J[ cocel ][ eowes.. ]
the list, click it to avoid having to type the rest of the entry.

— == Type the name of a program, folder, document, or
: Internet resource, and Windows will apen it for you,

open: [T _

= Type the name of a program, folder, document; or
7 Internet resource, and Windows will open it For you,

CHAPTER 1: THE DESKTOP AND START MENU

33

Lenovo EX-1006, Page 046
IPR2021-00786 (Lenovo Inc. v. LITL LLC.)



If, like efficiency freaks worldwide, you believe that it’s generally faster and more ef-
ficient to do something using the keyboard than using the mouse, get this: You can
perform this entire application-launching stunt without using the mouse at all. Just
follow these steps in rapid succession:

1. Press the Windows logo key, if you have one.
It’s usually on the top or bottom row of the keyboard; it opens the Start menu.
2. Press the letter R key.

That’s the underlined letter for the Run command, whose dialog box now
opens.

3. Type the program file’s name in the Open box.

If you've typed it before, just type a couple of letters; Windows XP fills in the rest
of the name automatically.

4, Press Enter.

Windows opens the requested program instantly. Keystrokes: 4, Mouse: 0.

Launch Any Program or Document

Using the Run dialog box is handy for launching favorite applications, because it
requires so few keystrokes. But you can also use the Run dialog box to open any file
on the computer—if you're willing to do some additional typing.

The trick here is to type in the entire path of the program or document you want. (See
the sidebar box below if you're new to the idea of file paths.) For example, to open the
family budget spreadsheet that’s in Harold’s My Documents folder, you might type
C:\Documents and Settings\Harold\My Documents\familybudget.xls.

(Of course, you wouldn’t actually have to type all that, since the auto-complete feature
attempts to complete each folder name as you start to type it.)

UP TO SPEED

The Path to Enlightenment about Paths

Windows is too busy to think of a particular file as “that
family album program in the Program Files folder, which
Is in the My Programs folder on the C: drive.” Instead, it

uses shorthand to specify each icon's location on' your
hard drive—a series of disk and folder names separated
by backslashes, like this: C:lprogram files\pbsoftware
beekeeperpro.exe. This kind of location code is that icon's
path. (Capitalization doesn’t matter, even though you may

see capital letters in Microsoft’s examples.)

You'll encounter file paths when using several impertant
Windows features. The Run dialog box described in this
section is one; the Search command is ancther. Asyou'll see
in the pext chapter, when you choose the Search cnmﬁ&and,
Windows identifies the location of each file it finds for you
by displaying its path.
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Tip: Typing the path in this way Is also useful for launching applications that don't appear in the Start—All
Programs menu. (If a program doesn't appear there, you must type its entire pathname—or click the Browse
button to hunt for its icon yourself.)

For example, some advanced Windows XP utilities (including the Registry Editor, an advanced diagnostic
program) are accessible only through the command line. You also need to use the Run command to open
some older DOS programs that don't come with a listing in the All Programs menu.

Open a Drive Window

When you double-click the My Computer icon on your desktop, you'll discover
that Windows assigns a letter of the alphabet to each disk drive attached to your
machine—the hard drive, CD-ROM drive, floppy drive, and so on. The floppy drive
is Az, the hard drive is usually C:, and so on. (There hasn’t been a drive B: since the
demise of the two-floppy computer.)

By typing a drive letter followed by a colon (for example, C:) into the Run box and
pressing Enter, you make a window pop open, displaying the contents of that drive.

Open a Folder Window

You can also use the Run dialog box to open the window for any folder on your
machine. To do so, type a backslash followed by the name of a folder (see Figure 2-8,
bottom). You might type, for example, \Program Files to see your complete software
collection.

Note: The Run command assumes that you're opening a folder on drive C.. If you want to open a folder on
a different drive, add the drive letter and a colon before the name of the folder (for example, D:|data).

If you're on a network, you can even open a folder that’s sitting on another computer
on the network. To do so, type two backslashes, the computer’s name, and the shared
folder’s name. For instance, to access a shared folder called Budgets on a computer
named Admin, enter \\admin\budgets. (See Chapter 18 for more on sharing folders
over the network.)

(It might make you feel extra proficient to know that you’ve just used the Universal
Naming Convention, or UNC, for the shared folder. The UNC is simply the two-
backslash, computer name\folder name format (for example: \\ComputerName\fol-
dername).

Tip: In any of these cases, if you don't remember the precise name of a file or folder you want to open in
the Run dialog boy, click the Browse button to display the Browse dialog box, as shown in Figure 2-9.

Connect to a Web Page

You can launch your Web browser—such as Internet Explorer—and jump directly to
a specific Web page by typing its Web address (URL)—such as www.realbigcompany.
com—into its Address text box, and then pressing Enter.
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Start—Run Once again, you may not have to type very much; the pop-up list in the Run dialog
box lists every URL you've previously entered. Simply click one (or press the down

atrow to highlight the one you want, and then press Enter) to go to that site.

Figure 2-9:
et —— — : The Browse dialog box, which makes
locki [ localDisk(C] ~| O F £0 @ frequent appearances in Windows XP,
i 1} lets you navigate the folders on your
i3 B | computer to find a file. The five icons
My Hosert | EIWINDOWS 'l at the left side make it easy to jump
Documents | | to the places where you're most likely

to find the document you want. If you

enter a drive letter and a colon in the

Run dialog box before clicking the

= Browse button (like C:), the Browse
o dialog box opens with a display of that

My Documents drive’s contents.

; g Supertip: You can customize this list of
oo folders, so that the ones you use most
often show up here, too. All you need
@) ; : is TweakU), described on page 586.

File name: M E Open ]

My Computer

My Netwark et
Places Files of type: Programs v [ Cancel ]

Start—Search

The humble Search command looks no more special than anything else on the Start
menu. In Windows XP, however, it’s a newly revised powerhouse that’s far more
complex to navigate. You'll probably use it often.

The Search function can quickly find all kinds of computerish things: file and folder
icons, computers on your network, Web sites, email addresses, and phone numbers.

Tip: The Google Deskiop Search program, a free download from www.google.com, is a powerful, much
faster, and much easier-to-use replacement for the Windows Search program (and even the indexing service
described later in this chapter). It can even find words inside your email messages, chat-session logs, and
Web pages you've visited. Consider trying it out before investing a lot of effort in learning the Windows
Search program.

Finding Files and Folders

If you save your files exclusively into the My Documents folder (page 53), you'll have
little need to use the Search function to locate your files. You'll always know where
they are: right there in that folder.

Every now and then, however, you won’t remember where you filed something, or
you'll download something from the Internet and not be able to find it again, or you’ll
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install something and not know where to look for it. In those situations, the Search
command is just what you need (Figure 2-10). It lets you look for a particular file or
folder based on its description—Dby its name, size, date stamp, and so on.

The Search command can also look for the words inside your files. That's a powerful
feature if you remember having typed or read something, but can’t remember what

you named the file.

Starting a search

Microsoft wanted to make absolutely sure you'd be able to find the Search command.

It has provided at least seven different ways to begin a search:

* Choose Start—Search.

* Press F3 or Windows key+F (that’s the Windows logo key on the bottom row of

most keyboards).

* If a disk or folder window is already open, press Ctrl+E, click the Search toolbar

button, or choose View—Explorer Bar—Search.

In each case, the Search window appears, as shown in Figure 2-10.

Windows XP comes with a set of canned searches (listed at left in Figure 2-10) de-
signed to help you find what you're looking for faster. Click the green arrow next to

the one you want (or click the words next to the arrow).

Start—Search

Figure 2-10:

Left: The basic Search panel.
(You might expect that Mi-
crosoft had learned its lesson
about cute anthropomorphic
cartoon characters. Microsoft
Bob and Clippy the paper
clip, for example, have both
gone to the great CompUSA
in the sky. But Microsoft is at
it again, now with Rover, the
search-companion dog. He
wags and sometimes even
barks as you perform your
search.)

Right: If you click the desktop
itself and then press F3, or if
you click the “More advanced
search options” checkbox

that occasionally appears, the
Search panel may look slightly
different, as shown here.

B Search Results
Ele Edt Vew Favorites Jools Help

" You may slsa want ta...
| &) search the Internet
]2] Change preferences |

ke

Fie Edt View Favortes Tools Help

To start your search, follow the instructions in the left pane,

e panion

‘What do you want to mm = —
st i Search by all of the

Bitines, musc, orvided] | Criteria bedowy.
|| 3 bocuments (word :
B frocessing, spreadshest, (4 pacios e s e}

ete) i l@_ Sl S
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StartSearch Pictures, music, or video
When you click this link, the Search panel changes (Figure 2-11, left). Turn on the

checkboxes you want, and type in part of the filename.

Tip: As a bonus, this kind of search can also find text inside the metadata stored with each multimedia
file—the behind-the-scenes descriptive information like pixel dimensions (for photos), and rock group name
or music genre (for music files). You can type, for example, Beatles into the “All or part of the file name”
text box to turn up MP3 files recorded by that band, or 800 x 600 into the text box to find JPEG files of

precisely that size.
r : ;| s B i Y Figure 2-11:
S:;r:; for allfiles of a A : ?g&rcliitb;:ﬂ lgr all of A f::r;l': :;-aﬂ ]:r allof A/ Left: This panel helps you
Ci ai e, or =y e critel W, b { a W, I Y H
aearch mype anit ‘ i Last time ¢ was modfied; | all or part of the fils | ;_70{(’? for multimedia
E“;:'tms ] ! & Don't remember et | HES:
O] Music 8 mmm e ? Middle: You're all set to
[ videa il O Within the past year Awardorphraseinthe || search for documents
Allorpatofthafie e 0 it that you've created or
i : document name: ] downloaded.
J ‘. Lockin: S e
@oestor | Right: This kind of search
e et = | is searches for every-
thing, including program
files and Windows system
files. (It doesn't, however,
search for metadata in

picture, movie, and music
files, like the first kind of
search.)

Documents (word processing, spreadsheet, eic.)

This link produces the panel shown second from left in Figure 2-11. It comes set to
search only for documents—files that you can create or download. In other words, it
doesi’t bother looking through hidden files, system files, application files, and so on.
And it doesn’t find the names of folders at all—just files.

All files and folders

Clicking this link produces the panel shown at right in Figure 2-11. This is the slowest
kind of search, because it searches the thousands of hidden and system files as well
as the ones that you've created yourself.

This kind of search offers a number of useful power features:

+ A word or phrase in the file. Sooner or later, it happens to everyone: A file’s name
doesn’t match what’s inside it. Maybe a marauding toddler pressed the keys, inad-
vertently renaming your doctoral thesis “xggrjpO#$5%!////” Maybe, in a Saturday
afternoon organizing binge, your spouse helpfully changed the name of your “ATM
Instructions” document to “Cash Machine Info,” without realizing that it was a
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help file for Adobe Type Manager. Or maybe you just can’t remember what you Start—>Search
called something.

The “A word or phrase in the file” option searches for words inside your files, regard-
less of their names. It’s extremely slow, since Windows has to read every single file,
which it does only slightly faster than you could. (But there’s a workaround—see
page 47.) Furthermore, this kind of search works only if you can remember an
exact word or phrase in the missing document. Even punctuation has to match
exactly.

Finally, the text you enter should be unique enough to assume it only exists in the
file you're looking for; if you search for, say, Microsoft, Windows will find so many
files that the search will be pointless.

Look in. Use this pop-up menu if you want to limit your search to a single folder
or disk. Every disk attached to your PC at the moment—your hard drive, Zip disk,
CD-ROM, and so on—shows up in this list. (To search your whole computer,
choose My Computer and then proceed.)

.

When was it modified? What size is it? When you click one of the double-down-
arrow circle buttons (you can see them in Figure 2-12), you expand the Search
panel for additional options. For example, the “When was it modified?” controls
let you find only files or folders you created or changed in a certain date range,
and the “What size is it?” checkbox lets you screen out files larger or smaller than
a number of KB you specify.

NOSTALGIA CORNER

Who Let the Dog Out?

Microsoft is at it again, adding cutesy cartoon characters =~ Onthe other hand, if this kind of thing seems to make comput-
to its software. Fortunately, the Search ers less intimidating for you, click “Choose
program works just as well without the | Al a different animated character” instead.
dog as with it. What R yout Mo b o ' You'll find that Microsoft has provided

Choase a dfferent animated not just one, but several provocative little
character :

If you'd just as scon not have little Rover

eyeing you with his little anthropomor- | Turn off the animated
A a character

phic 3-D'eyes while you do your search-

ing, it's easy enough to get rid of him.

Click directly on the animated character

to open up the panel illustrated here.

characters that can occupy the bottom of
your Search panel-a wizard, some yuppie
Do a trick waman in a flying car, and a surfboard
kid whose face appears to be made of a
banana. Click Next until you see the one
you want, and then click OK.
Click “Turn off the animated character”
to get rid of the dog. (You must still sit
throtigh one final animation while'it
saunters away.)

Finally, if you do decide to tolerate Mi-
crosoft's animation attempts, don't miss
the “Do a trick” link that appears when
you click the animated character. :
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Start—Search

« More advanced options. These controls offer even more choices (again, see Figure
2-12). For example, you get a “Type of file” pop-up menu that lets you confine
your search to only compressed files or Word documents. Search system folders
makes Windows look inside all of the folders that contain the operating system

- Lookin: A
EQ My Documents Bl

-|)

(i |

When was it modified?

( Don't remember

) within the last week

() Pastmorth

() wihin the past year

© speciydates
CrosiodDate |

Fom g 1eonz V|

oo e
What size is it?

» o«

More advanced options
Type of file:

[ Microsoft Word Document

[[] search system folders

1 Search hidden files and folders
Search subfolders

&)

(1.3

[] cas:
[] search tapa

[M]ESearch]

Y Figure 2-12:

By clicking the round option buttons, you can expand the Search panel
considerably (shown here scrolled down so far that you can't even see
the filenames you're searching for). The search shown here will find
Word documents created during June 2002 in the My Documents folder.

UP TO SPEED

Typing in the Filename

No matter which kind of search you undertake, Windows
XP-offers you the chance to look for a file whose name you
know by typing its name into the "All or part of the document
name” text box on the Search panel.

You don't have to type the entire filename—only enough
of it to distinguishit from the other files on your computer.
Capitals don't matter, and neither does the position of the
letters you type—if you type Jehn, Windows will find files
with names Johnson, Peterjohn, and Dilohnson:

You can also search for all files of a specific type, such as all

Word files, by typing * doc—that is, an asterisk; @ period, and
thenthe three-letterfilename extension ofthe kind of file you
want. (See page 163 for more on filename extensions.) The
asterisk is a wild card meaning, “any text at all.”

To narrow the search, you can enter both a partial name
and an extension, such as mom*dac This will turn up
Word files named Mom's Finances.doc, Moment of Truth.
doc, and 5o on.

Finally, note that Search can find these files even if the file-
name extensions themselves are fiidden (page 81).
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itself—not something you’ll generally find useful. Likewise, Search hidden files
and folders makes the Search program find matching files among the thousands
that Windows generally hides from you (see page 80).

Search subfolders is much more practical. It looks for files within folders inside the
disk or folder you've specified. Turn this option off only when you know for sure
that the file you need is in the disk or folder you're starting with, but not within
any subfolders there. Skipping the subfolders makes the search process much
faster. Case sensitive instructs the Search program to match the capitalization of
the characters you enter; searching for files containing “dentist” won’t find files
containing “Dentist.” And Search tape backup, of course, searches for the specified
files on your tape backup system, if you have one.

Windows uses the checkboxes you turn on in addition to any data you entered into
the basic search fields.

Managing the Found Files and Folders

Once you've set up the search, click the Search button (or press Enter). As the search
proceeds, the screen changes. On the right side of the window, you now see a list of
files and folders whose names contain what you typed in the blank. (Figure 2-13
shows this list.)

Note: Anything that Windows XP finds in your My Documents folder shows up twice in the list. Repeat to
yourself each morning: “It's not my fault.”

Start—Search

Figure 2-13:
You can manipulate the
list of found files much the

B search Resuits
Fla Edk Yew Favories Took Hep

way you'd approach a list € e ‘ ) search | [ Folders | (T3]
of files in a standard fold- e In Folder iz Typa

er window. For example,

you can highlight some- ‘ There wereizhicert i 1 C:lﬁuments and Settings\Chris ClsoriDesktopiReports\200z]
thing in the list by typing | l'n;;utd. Did w:tg;i Wity Life asaGrat  C:\Dodfments and Setti..,  24KB Microsoft Ward Doc,.,

what you wal My Life as & Gnat C:\Documents and Setti... 24KB Microsoft Word Doc, .,
tf}e ﬁrSt CDUPIE Oflettefs ] 3 Yes, finished searching %HGW Travel Inf.,. C:\Documents and Setti.., 28KB  Microsoft Word Doc...
of its name_f or move qp or ‘ e @JHeHuI Travel Inf.,. C:\Documents and Setti,.. Z8KB  Microsoft Word Doc,..
down the list by pressing | B3 Yes but make future Efor Cathy C\Documents and Sett...  23KB Microsoft Word Doc...
the arrow keys. You can J R s ]for Cathy Ci\Documents and Setti...  29KB  Microsoft Word Doc...
also highlight multiple (et iibhihenat B ]fish recipes CiDocuments and Settl,.. 24 KB Microsaft Word Doc.,,
. - B 4)fish recipes C:\Documents and Sett..., Z4KB  Microsoft Word Dac...
IC?HS ;fmultaneously. ‘ oo e o @Jchapter 2 C\Documents and Sett.., 24KB  Micrasoft Word Doc...
Highlight all of them by ;Yﬂgfr:ffgﬁﬂ and B\ chapter kv C:\Documents and Setti,,. 24 KB Microsoft Werd Doc...
choosing Edit—Select All, !
highlight individual items flndso oo =t &
by Ctrl-clicking them, drag |
vertically over the list fo

y 3

enclose a cluster of them,
and so on.

Search Companion

= B@)salaries 2003

Ci\Documents and Setti., . 20KB  Microsoft Word Doc, .
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Start >Search Using the Search Results panel
At this point, you can proceed in many different ways. A few of these ways are listed

in the panel at the left side of the window (the exact assortment depends on the kind
of search you performed).

* Yes, finished searching. Click to close the whole left panel (and lose the dog).

* Yes, but make future searches faster. Click this link to turn on Indexing Service,
described on page 47.

* Refine this search. Windows XP often offers you a number of links that let you
adjust the search settings you just used. For example, you may opt to perform the
search again, this time including hidden and system files, or restrict the search to
a different folder or disk, and so on.

» Sort results by category. Click the circled button to open controls that let you sort
the list—by name, date, and so on.

* View results differently. Click this circled button to change the view of the results
window—to Details, Tiles, or Thumbnails view, for example (see page 74).

Using the results list
You can also manage the list of found files by treating the right side of the window
just as you would any desktop window. For example:

» Read all about it. If you point to the name of a found icon, a pop-up rectangular
balloon displays a little paragraph identifying the file’s path, full name, modifica-
tion date, size, and other information.

» Find out where something is. The column just to the right of an icon’s name
shows you exactly where it is on your machine, using the standard Windows path
notation described on page 34.

Tip: You may have to widen the column to see the complete pathname; to do so, drag the dividing line at the
top of the column, to the right of the In Folder column heading. Alternatively, point to the location information
without clicking. As shown in Figure 2-13, a pop-up tooltip appears, revealing the complete folder path.

+ Open the file. If one of the found files is the one you were looking for, double-click
it to open it. This, in fact, is what most people do most of the time when using
the Search program. In many cases, youll never even know or care where the file
was—Tyou just want to get into it.

* Jump to an icon in its home folder. If you want to view the found file in its native
habitat, sitting somewhere on your hard drive, right-click the icon in the Search
window and choose Open Containing Folder from the shortcut menu. The Search
window instantly retreats to the background as Windows highlights the actual icon
in question, sitting wherever it is on your hard drive.
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» Move or delete the file. You can drag an item directly out of the found-files
list onto the desktop, directly onto the Recycle Bin icon, or into a different
folder, window, or disk. (For more on moving icons, and all related hazards, see
Chapter 3.)

Start—Search [

» Send to, rename, or create a shortcut. After highlighting an icon (or icons) in the
list of found files, you can use any of the commands in the File menu: Send To
(which lets you move the icon to one of several standard folders), Rename, and
so on. See page 125 for more on shortcuts.

Tip: You can also right-click a found icon to copy, move, rename, or create a shortcut to it. Just choose from
the resulting shortcut menu.

+ Adjust the list. By clicking the column headings of the results window, you can
sort the list of found files in a variety of ways: by name, size, date, and so on. (You
can reverse the order by clicking the column heading a second time.) You can
also adjust the relative widths of the columns just by dragging the column-name
dividers. And, as with almost any Windows window, you can drag the lower-right
corner of the window to make it bigger or smaller.

Save the search setup. By choosing File—Save Search, you can immortalize the
search you've just set up. You might use this feature if you perform the same search
each day—if, for example, you like to round up all the documents you created
yesterday for backing up.

Windows XP automatically names the search file with a description it derives from
the criteria you entered into the search fields, and adds the extension .fud (for
example, All Files.fnd). You can save the resulting search icon anywhere you like.

To use the search criteria again, double-click the saved .fnd file. The Search window
opens, with your data already entered. Click the Search button to get the canned
search under way.

GEM IN THE ROUGH

Using Search to Clean up Your Drive

You don't have to restrict your use of the Search feature to.  accounting reports, and so on), and drag any one of them
finding files you can't locate on your own. You can use its  into the new folder to move them en masse.

power to gather files for general hard-drive housekeeping, S Al seare e backU /il it Solhar e

Ifyou have files about the same subject scattered inavariety  ates, such as files with the extensions .x/k (Microsoft Excel) or
of folders, you can use the Search command to gather them * .wbk (Microsoft Word). They take up disk space, and you'll
together.: For example; search forall files with theword “bud-  probably never use them: You can round them up using the
get” inthe filename. Create a new folder, select all the found  Search command, and then delete them as a group from
files in the Search Results pane (documents, spreadsheets,  the Search Results pane.
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Start »Search

Searching for Computers

If you click “Computers or people” on the very first Search screen, and then click “A
computer on the network” on the next one, the Search program lets you type in the
name of another computer on your network (if you're on one). If you search for ac,
the search will turn up accounts, packages, and so on. There’s no browse function; you
have to know at least part of the name of the computer you want to find.

Of course, if you're trying to find another PC on the network, you can simply open
the My Network Places window (page 51), which shows you icons representing all
of the computers on your network. So why would you ever use the Search function
to find a computer? Because it sometimes finds computers that My Network Places
can’t. Every Windows veteran has lost count of the number of times computers have
been missing from My Network Places. In such cases, the search function is the reli-
able way to locate the computer and thereby access its contents.

Searching for People

If you click “Computers or people” on the very first Search screen, you'll also find,
on the second screen, an option called “People in your address book.” This tantaliz-
ing option lets you type in somebody’s name; the Search program can consult any
of several “White Pages” Web sites online in an attempt to track down that person’s
email address and telephone number. It can also search your own Windows address
book when you want to check someone’s phone number or other information.

% Find Peaple - (2'entries found)

Figure 2-14:
Windows assumes that you want

: ; - to search your Address Book for
Lookini | Address Book _ HED e a certain name or email address,
’p";gm Enter information in one or )

: more fields—you can use partial
Find Now ¥
Mame: | lucas ] words—and then click the Find
i } Stop Now button. All matching entries
E-mal: | | : 5 appear at the bottom of the
Address; | ] window.
phone: | J m
Otheri | |
B ———
Name » | E-MailAddress ' Properties 7
[zl Lucas, Frank D. Icsf@mindsprig .
3 Lucss. Kon . lizsgkennath@stiglohatnet | Delete
Add to Address Book
b ‘ ' 2|
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Searching your address book

As one of the freebie programs that come with Windows XP, you get a program called
Address Book. (It's an address book.) You can look at yours by choosing Start—All
Programs—Accessories—Address Book, although the place you're likely to use it the
most is when you're in an email program like Outlook Express, which is described
in Chapter 12.

In any case, clicking “People in your address book” brings up the dialog box shown
in Figure 2-14.

Searching phone books on the Internet

No matter how social a person you are, it’s theoretically possible somebody out there
has managed to elude your Address Book. There may be times that you want to look
up the phone number or email address of someone who’s not only not in your Address
Book, but not even in your physical phone book. Fortunately, you live in the Internet
age, where a number of Web sites serve as worldwide White Pages.

Use the Look In drop-down list (see Figure 2-14) to display a list of these people-
finding Web sites (Bigfoot, WhoWhere, and so on). Now choose a search service; as a
little experimentation will quickly demonstrate, some of these sites work better than
others. (See Figure 2-15 for on eexample.)

Start—Search

Figure 2-15:
A straightforward name search by

% Find People - (40'entries found)

no means turns up every one of - .
the 200 million Internet citizens, Look in: IB#gfoot Internet Directory Service "__':J [

but it's occasionally successful in
turning up a few matches for the
name you specify.

ool [dhared|

Name: \ John Doe I

E-mail; {

Bigfoot

Name

E-Mail Address

e ! i Properties I ‘

L% John Doe rooli@bodypietcing com
@John Doe veli@primenet.com ‘
John Doe fool@dfw.net
=] John Doe katma@neta. com
&JJohn Doe account{@aorg.domain
&= John Doe d@here.com
%3 John Doe johndoe@state. me.us
3 John Doe raptor@mit edu
%John Doe spdemon(@yaxxine.com |
< ‘ 5 |
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Start—Search You must be connected to the Internet to use this feature (or your browser must be
‘ configured to start your Internet connection automatically when it opens). The dialog
box that appears has two tabs:

* The People tab provides a place to enter a name, email address, or both. Use this tab
if you know that information, and need a street address or a telephone number.

» The Advanced tab lets you narrow your search. As you can see in Figure 2-15, you
can make some very fine distinctions when describing the person you're trying to
find.

When you're finished setting up your search, click the Find Now button. The Search
program uses your existing Internet connection to send the query off to the chosen
Web site. After a few minutes, you'll get a response, even if it’s “No response.”

Unfortunately, the technology gods don’t smile on this feature. Sometimes you get
outdated email addresses. And sometimes you get no results at all—the search Web
sites do one quick pass of their databases and then return an error message. That
message might say simply that the person couldn’t be found, or it might say, “The
search could not be completed within the time specified for this directory service.”
(In other words, the search engine took a quick look, didn’t find an exact match, and
didn’t want to take the time to keep looking.)

Tip: Instead of using the Find People dialog box, it's frequently more productive to work directly on the
directory Web page. After choosing the search engine you want to use from the drop-down list, click the Web
Site button. In a flash (or in a few minutes, depending on the speed of your Internet connection), you're
on the Internet and the browser window displays the search engine you selected, Working from the search
engine directly on the Web, instead of using the Search feature as an intermediary, offers more powerful
choices for searching.

Searching the Internet

Any old computer can search for the files on its own hard drive. The Search Compan-
ion’s special twist, however, is that it lets you use exactly the same program to search
for information on the World Wide Web.

To put the program into search-the-Internet mode, click Search the Internet on the
main Search panel (shown at left in Figure 2-10). The “What are you looking for?”
panel appears, complete with a place to type a search phrase.

When you click the Search button, your PC goes online and submits that request to
MSN Search, which is Microsoft’s version of a search page like Google or Yahoo.

Tip: To specify which search engines Windows XP consults, click “Change preferences,” in the main Search
panel and then dlick “Change Internet search behavior.” You now have the opportunity to specify the default
search engine you want Windows to use: Google, AltaVista, Yahoo, or whatever.
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|
Windows now goes online, sends your search request to the selected Web site and, Start—Search

after a moment, shows you the results of its search: a list of Web pages containing the
text you typed (see Figure 2-16).

Figure 2-16:

Top left: When you search the
Internet, don’t mind the “Sample
question” that appears beneath
the search blank; it's simply
designed to give you some ideas
of the ways you can phrase your
search requests,

Top right: You get a list of Web
pages that contain the text you
seek, along with some sug-
gestions on ways to “refine

your search” (such as visiting
Microsoft's commercial partners
to buy books, music, and so on).
The best part is the “Automatically
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The Indexing Service

The regular Windows XP Search command can locate words inside your files—
a handy feature when you're trying to turn up a document whose contents you know,
but whose name you can’t remember. Just don’t try it on a deadline; it’s painfully
slow.
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Start_>Search To eliminate that delay, Microsoft has programmed Windows XP with an optional
_ feature that does something ingenious. Like a kid cramming for an exam, it can read,
take notes on, and memorize the contents of certain common text-based file types:

text files, HTML documents, Microsoft Office files, email, and so on. (You can make

it understand other kinds of documents, too, if you buy additional filters made by

third-party software companies.)

After indexing your hard drive in this way, XP can pinpoint text or file properties in
seconds. The only downside is that you sacrifice a few megabytes of disk space to the

|\ Figure 2-17:
:':I':;Sm:w SR Left: To turn on the Indexing Service, open
xing Service Is enabled, the files on the Search panel and then click “Change
ﬂm"‘é‘mm s:nd m"‘m‘fm preferences.” On the next panel, click “With
faster searches, Indexing Service (for faster local searches).”
Indexing Service is ntly disabled. 2 > 7 =
Documents (word s il : < Right: Click “Yes, enable Indexing Service.”
B R °°g>°“ gl e’;""" Tadew s The Indexing Service starts and works
S e _ m automatically in the background, creating a
_ okt xk . & ; file that takes up about 25% as much disk
Ao e oD md' pEEs Rk space as the documents it indexes. (It tosses
9 [Hfonistin 61 (2] Change Indexing Service settings out unhelpful words like the, of, and a, and
Support Center (Advanced) e it k|
| sunspdsouentton. { | @) tean s sht o s PSS e e s Toved e
I @ Change preferences I oK i [ Cancel J

Figure 2-18:
Using the Computer Man-
agement window, power
users and administrators
Computer Mznagement (Lacal) Directory | Alias | Include in Catalog control what g ets cata—_
1, System Tools A s loged by Indexing Service.
& {8 Storage ey Yeos To get here, chaose
s E;k"‘;‘;hle Storoge (£ C:\Documents and Settings\*\Applicat... Mo Start— Cor{trol Panel—
e Ma;:::::r C:\Documents and Settings\™\Local 5... No Administrative Tools—
£l Services and Applcations C\DOCUMENTS AND SETTINGSIALL U, WIN..,  Yes Computer Management.
By Sorvices [ Ci\Documents and Settings\Chris Olsa... \WIN... Yes In the list, click the + but-
WMI Cortrol tons to expand Services
=i Indexing Service and Applications, then
= (1 system Indexing Service, then
* £3 Directories System.

-£3 Properties
18] Query the Catalog |
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hidden “card catalog.” If that’s a tradeoff you're willing to make, you'll definitely enjoy
the Windows XP Indexing Service, as it’s called (just as it was in Windows 2000).

Start—Search

To index your files, proceed as shown in Figure 2-17.

Once the Indexing Service has completed its analysis of the files on your machine—
which can take many hours—you don’t need to do anything special when searching
for words inside your files. Just enjoy the amazing speed with which your Search
program now rounds up files according to their contents or properties—and enjoy

POWER USERS’ CLINIC

Indexing Service to the Max

There's more to Indexing Service than just using the regular
Search Companion program. You can actually use a spe-
cialized query-submission /anguage to perform extremely
targeted searches.

It turns out, for example, that Indexing Service logs much
more than just the words inside your files. It also notes
and records their properties, ot file attributes. They go by
the names of Access (the last time somebody opened the
file), DocAppNare (the name of the program that created
the file), DocAuthor (whoever created the document, in
programs that offer this feature), DocLastPrinted (when
the document was last printed), DocSlideCount. (number
of slides in a PowerPoint file), PoclVordCount (number of
words in a text file), Size (size of the document, in bytes),
White (date last modified); and so on

{Want to see the complete list of the searchable atiributes?
Cancel your appointments for the afternoon, then follow the
steps indicated in Figure 2-18. Click Query the Catalog, Tips
for Searching, and then Query Syntax.)

To perform a property search, click the “A word or phrase
in the file” text box shown in Figure 2-10. Then type the
@ symbol, followed by the property type you want, an =
sign (or < or>), and the value in question. In other words,
here's how you would look for a Word document with at
least 1500 words i it:

@DocWordCount >1500

Similarly, if youwant to round up documents you've printed
within the last 50 heurs, you could type this into the “A word
or phrase in the file” text box:

@DocLastPrinted >-2d2h

(You express times and dates relative to the current time by
using & minus sign and then f for hours, d for days, w for
weeks, /11 for months, y: for years, and soon.)

It's worth noting that that @ business is sherthand for a
much more complex and flexible system, which Microsoft will
be phasing in during the coming years. The more complex
syntax uses property tags that look something like the HTML
tags that form Web page code, like this:

{prop name=write} =2002/6/5

{/prop}

(This particular phrase would find documents madified after
noon on June 5, 2002.)

These tags are useful in another case, too; Everyday searches
for words inside your files tell Windows fo round up files
containing those words in.any-order. If you'search for Long
John Silver, you'll get documents containing a sentence like,
“It took John a long time to find the siiver.”

But if you enclose the search phrase with the pfirase tags,
you'll get only files that contain exactly the phrase you typed:
{phrase} Long John Silver {/phrase}, In other words, you
can use the {phrase} tags the way you might use quotation
marks on a Web search engine.

Clearly, you can get very deep into the Indexing Service
querying language, combining the various search phrases
by joining them with a & symbol, using wild card characters
(*), even using UNIX-style regular expressions. (Indexing
Service: The Missing Manual, anyone?)
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Start—sHelp and the fact that the Indexing Service will continue to keep itself up to date, automatically
Support indexing any files you create or edit.

Mote: \When Indexing Service is turned on, capitalization doesn't matter, and Windows ignores little words like
of. it is, and so on. Note, too, that Indexing Service refuses to search folders that belong to other people with
accounts on your PC (unless, of course, they marked those folders as shared). Chapter 16 has full details.

Start—Help and Support

Choosing Start—Help and Support opens the new, improved Windows Help and
Support Center window, which is described in Chapter 4.

Tip: Once again, speed fans have an alternative to using the mouse—just press the F1 key to open the Help
window.

Start— Control Panel

This extremely important command opens an extremely important window: the
Control Panel, which houses two dozen programs you'll use to change almost every
important setting on your PC. It’s so important, in fact, that it gets a chapter of its
own (Chapter 8).

Start—Set Program Access and Defaults

This awkwardly named command appears only if you've installed Service Pack 1 or
2. It’s actually just a shortcut to the Set Program Access and Defaults panel of the
(equally clunkily named) Add or Remove Programs control panel.

Its purpose is to let your specify which program (not necessarily Microsoft’s) you
want to use as your Web browser, email program, instant-messaging program, Java
module, and music player—a choice offered by Microsoft to placate the U.S. Justice
Department. Details are on page 174.

Start— My Network Places

In previous versions of Windows, a My Network Places icon used to appear on
everybody’s desktop. Of course, for the millions of nonnetworked PC users in their
home offices and bedrooms, it never made much sense. In Windows XP Home Edi-
tion, in fact, My Network Places appears only when your PC joins a network—and
then only in the Start menu. (You can also put its icon on the desktop yourself, as
described on page 22.)

In any case, once it’s there, choosing this command opens the My Network Places win-
dow, which displays icons for the disks and folders other people on the office network
have made available for rummaging. (Much more on this topic in Chapter 18.)
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Start—>My Computer

Start—My
Computer

The My Computer command is the trunk lid, the doorway to every single shred of
software on your machine. When you choose this command, a window opens to
reveal icons that represent each disk drive in your machine, as shown in Figure 2-19.
(Note to power users: Technically, My Computer displays a different icon for each

hard drive partition.)

Figure 2-19:

Top: The My Computer window
is divided into at feast three
sections. At the top, you see
what amounts to the My Docu-
ments folders for each person
who has an account on this

PC (Chapter 16). Then comes
a list of hard drives, followed
by removable disk drives.

This computer has one floppy
drive, two hard drives (or one
partitioned hard drive—see
Appendix A), and one CD-ROM
drive. (If there’s a disk in the
CD-ROM drive, you get to

see its name, not just its drive
letter.)

Bottom: When you select a
disk icon by clicking it, the
Details pane on the left side of
the window displays its capac-
ity and amount of free space.

4 My Computer
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| 1) Add or remove programs
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For example, by double-clicking your hard drive icon and then the various folders on
it, you can eventually see the icons for every single file and folder on your computer.
(The My Computer icon no longer appears on the desktop—unless you put it there,
as described on page 22.)

Start—My Music,
My Pictures

Tip: You don't have to live with “My This, My That" as the names of the important Windows folders. You
can rename them extremely easily, as described on page 62.

Start—My Music, My Pictures

Clearly, Microsoft imagined that most of its Windows XP customers would be multi-
media mavens, decked out with digital cameras and MP3 music players. To hammer
home the point, it has stocked your My Documents folder with My Pictures and My
Music folders to store digital photos and music files, respectively.

If you do indeed have a digital camera or MP3 player, you'll probably find that whatever
software came with it automatically dumps your photos into, and sucks your music
files out of, these folders (if, of course, they’re Windows XP—compatible). You'll find
much more on this topic in Chapter 7.

Tip: If you don't feel the need to stare at these folder names in your Start menu day after day, it's easy enough
to get rid of them. Right-click the Start menu; from the shortcut menu, choose Properties. In the dialog box,
click the Customize button, then click the Advanced tab. Now scroll down in the Start menu items list until
you see My Music or My Pictures. Click “Don’t display this item,” and then click OK.

NOSTALGIA CORNER

Restoring the Traditional Folder Listings

Some of the commands that populated the Start menus
of previous Windows versions no longer appeat in the
home version of Windows XP. That's by design, of cotirse:
Miczosoft is trying to make its new operating system look
less overwhelming fo:the newcomer.

But if you miss some of the old folders—My Network Places

and My Recent Documents, for example—it's easy enotigh

to put theny back. Over time, having them right in your Start
ment tan save you guite a bit of burrowing.

Right click the Star menu. From the shercut menu; choose
Properties. Now the Taskbar and Stait Menu Properties

diglog box appears. Click tiie Customize button, and ther

the Advanced fab.

In the scrolling fist, you'll find & checkbox that makes My
Network Places appear in the Start menu, Windows 2000
veterans may also want to turn on “Display as Connedt to-
menu’ under Netwerk Connections, so that you have a

‘Handy pep-tp meny of nEtWoTK conmections in Your Start

men. fyou seroll all the way to the boftom of the list you ll
alstsee anoption that adds System Administrative Tools to
your All Pragrams menti and even to your Start menu, (Yot
can read about these technical utilities in Chapter 15.)

At the bottom of the dialog box, turh o

centlyopened documerits” to add the My

cornmand to your Statt ment: Click OK fwsce to retum fa
the deskiop and try out your changes.
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Start— My Recent Documents

Actually, you probably don’t see the My Recent Documents menu command in your
Start menu. It's something you have to turn on, using the techniques described in
the box on the facing page.

Start— My Recent
Documents

Still, the My Recent Documents feature can be useful. It adds, to your Start menu,
a submenu list of the last fifteen documents you've opened. Using a list of recent
documents can save you time when you want to reopen something you've worked on
recently, but you're not in the mood to burrow through folders to find its icon.

Note, however, that:

» Documents appear on the “recently used” list only if your applications are smart
enough to update it. Most modern programs (including all Microsoft programs) ,
perform this administrative task, but not all do. |

* The Documents list doesn’t know when you've deleted a document or moved it to
another folder or disk; it continues to list the file even after it’s gone. In that event,
clicking the document’s listing produces only an error message.

Tip: Of course, there’s another easy way to open a document you've recently worked on. To start, simply
launch the program you used to create it. Many programs maintain a list of recent documents at the bottom
of the File menu; choose one of these names to open the corresponding file.

Start—My Documents .

This command opens up your My Documents folder, which, until Windows XP, ap- .
peared as an icon on your desktop. It’s designed to hold the data files you and your i
programs create. -

Of course, you're welcome to file your documents anywhere on the hard drive, but
most programs propose the My Documents folder as the target location for newly ,
created documents.

UP TO SPEED

The Not-My-Documents Folder

Whenever you [og on, Windows XP. provides a My
Documents folder just for you. (It actually sits in the My
Computer—Local Disk (C:)—sDocuments'and Settings—
[Your Name] folder.)

- This feature can be confusing if you're not expecting it. For
example, if you stop by the computer after somebody else
has logged on, none of your stff is where you expect to find

it—specifically, in the My Documents folder. That's because
the computerno longer opens your documents folder when
you choose Start—»My Doctiments.

If-this happens to you, check the name that appears at the
top'of the Start menu. [t identifies who's currently logged
on-and whose documents are showing upin the My Docu-
ments Window.

CHAPTER 1: THE DESKTOP AND START MENU

53

Lenovo EX-1006, Page 066

IPR2021-00786 (Lenovo Inc. v. LiTL LLC.)



Start—My Sticking with that principle makes a lot of sense for three reasons. First, it makes
Documents navigation easy. You never have to wonder where you filed some document, since all
your stuff is sitting right there in the My Documents folder. Second, this arrangement

makes backing up easy, in that you can drag the entire My Documents folder right
onto a Zip disk or blank CD.

Third, remember that Windows XP has been designed from the ground up for com-
puter sharing. It’s ideal for any situation where different family members, students,
or workers share the same PC. Each person who uses the computer will turn on the
machine to find her own separate, secure set of files, folders, desktop pictures, Web
bookmarks, preference settings—and My Documents folder. (Much more about this
feature in Chapter 16.)

Customizing the Start Menu

As millions of Windows users have demonstrated, it’s perfectly possible to live a long
and happy life without ever tampering with the Start menu. For many people, the
idea of making it look or work differently comes dangerously close to nerd territory.
(It’s true that listing your favorite files there gives you quicker access to them—but
it’s even easier to use the Quick Launch toolbar, as described on page 95.)

Still, knowing how to manipulate the Start menu listings may come in handy someday,
and provides an interesting glimpse into the way Windows works.

Nofte: Thanks to the User Accounts feature described in Chapter 16, any changes you make to the Start
menu apply only to you. Each person with an account on this PC has an independent, customized Start
menu. When you sign onto the machine using your name and password, Windows XP loads your custom-
ized Start menu.

Basic Start Menu Settings

Microsoft offers a fascinating set of customization options for the Start menu. It’s
hard to tell whether these options were selected by a scientific usability study or by a
dartboard, but you're likely to find something that suits you.

To view and change the basic options, right-click the Start menu; choose Properties
from the shortcut menu. Now the Taskbar and Start Menu Properties dialog box
opens, as seen in Figure 2-20.

The General tab
When you click the Customize button, you see the dialog box shown at bottom in
Figure 2-20. Here you're offered a random assortment of Start-menu tweaks:

» Select an icon size for programs. Turning on “Small icons” gives you smaller icons
next to the commands in the leff column of the Start menu. (You always get small
icons on the right side and in the All Programs menu.) As a result, the Start menu
is more compact. Consider converting to small icons as your All Programs menu
gets crowded.
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» Number of programs on Start menu. The number here refers to the lower-left col-
umn of the Start menu, the one that lists programs used most often. By increasing

this number, you make the Start menu taller—but you ensure that more of your
favorite programs are listed and ready to launch.

Figure 2-20:

Top: The only task you can perform on this
first screen is to turn off the new, Windows XP
double-column Start menu design to return

to the older, single-column Classic Start menu
design of Windows versions gone by. The good
stuff awaits when you click the Customize
button.

Bottom: Here’s the General tab of the Custom-
ize Start Menu dialog box. (The Clear List
button refers to the lower-left section of the
Start menu, which lists the programs you use
most often. Click Clear List if you don't want to
risk your supervisor coming by while you're up
for coffee, and noticing that your most recently
used programs are Tetris Max, Myst Ill, Tomb
Raider, and Quake.)

Taskbar and Start Menu Properties

E;_;I;b;r " Start Menu |

(%) Start menu
Select this menu style for easy access to the
Internet, e-mail, and your favorite programs.

(O Classic Start menu Custarza
Select this option to use the menu style from
earlier versions of Windows.

| UK_—]—F Cancel | Apply

Customize Start Menu

General | Advanced|

Select an icon size for programs

@ (¥) Large icons

Frograms

' ) Small icons

The Start menu contains shortcuts to the programs you use most often.
Clearing the list of shortcuts does not delete the programs.

Mumber of programs on Start menu: _Ej q%

PIX

Customizing the
: Start Menu

Show on Stait menu

Intermet: |Intemet Explorer v ‘
E-mail: {Uuklook Express v
[ ok ][ cance ] '
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Customizing the * Show on Start menu. Use these checkboxes and pop-up menus to specify whether
Start Menu or not you want your Web browser and email program listed at the top of the left-
hand Start menu column—and if so, which ones.

The Advanced tab

Microsoft may call these options Advanced, but they affect the Start menu in some
fairly simple and profound ways. Here, in fact, is where you'll find the on/off switches
for every single command on the right side of the Start menu, among other things.

* Open submenus when I pause on them with my mouse. When this checkbox is
turned on, you don’t actually have to click a submenu to view its options.

+ Highlight newly installed programs. Whenever you (or some techie in the building)
installs a new program into the Start menu, it shows up with orange highlighting
for a few days. The idea, of course, is to grab your attention and make you aware
of your expanded software suite. If you could do without this kind of reminder,
then just turn off this checkbox.

Control Panel, My Computer, My Documents, My Music, My Pictures, Network
Connections. Beneath each of these three headings, you'll find three options. The
middle one, “Display as a menu,” is extremely useful. It means that instead of simply
listing the name of a folder (which is what “Display as a link” means), your Start
menu sprouts a submenu listing the contents of that folder, as shown at bottom
in Figure 2-21.

(“Don’t display this item,” of course, removes the folder in question from your Start
menu altogether. That’s a good point to remember if you ever sit down at your PC
and discover that, for example, the Control Panel appears to have disappeared.)

Enable dragging and dropping. Turning on this checkbox has two benefits. First, it
lets you customize your Start menu just by dragging icons onto it, as described in
the next section. Second, it lets you right-click Start menu items, which produces
a useful shortcut menu containing commands like Rename and Remove from
This List. (If this checkbox is turned off, right-clicking Start menu items has no
effect.)

FREQUENTLY ASKED QUESTION

Opening the Control Panel Window when You Can't

OK F'm with youi turned on “Display as a menu” for the  Ah; there's a troublemaker in every dass.
Control Parel, so now ! can open any. Contrel Pane! progran)
directly from my Start mentt. Trouble is, now | can't open
the Controf Panel window itselff Nothing fiappens when |
click the Start->Control Panel command. How do [ open
the Control Panel window?

Click the Start button to open the menu, slide up to Control
Panel, and then right-click Control Panel. Choose Open from
the shortcut menu. You're back in business. (The same trick
works for any Start-menu listing that displays a subment)
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* Favorites menu. This option adds a Favorites command to the Start menu that lists Customizing the
your favorite Web sites—the same ones you've “bookmarked” when using Internet Start Menu
Explorer. Thereafter, you can use the Start menu to launch Internet Explorer and
travel directly to the selected site.

* Help and Support, Run command, Search. These checkboxes govern the appear-
ance of the corresponding commands in the Start menu. For example, if you've
absorbed the fact that pressing the F1 key always opens the Windows Help program,
you may as well reclaim the screen space occupied by this command in the Start
menu by turning it off here.

Figure 2-21:

Top: When “Display as a link” is
selected for the Control Panel, you,
like generations of Windows users

= | Chris Olson

before you, can't open a particular NS .~ My Documents
Control Panel program directly from the Myl Word | 9 by pitures
Start menu. Instead, you must choose B bk i [=
Start—Control Panel, which opens the 080 SnagTtaz ) My Music
Control Panel window; now it's up to 8. Fios onvd sattings Trensfar Wi

you to open the program you want. 8, Windows Movie Maker

Bottom: Turning on “Display as a & Tour Windows 4P

\
menu” saves you a step. As shown W pant 1 (?)
here, you now get a submenu that fists ® Windows tedia Fyer e
each program in the Control Panel
folder. By clicking one, you can open
it directly. This feature saves you the
trouble of opening a folder window
(such as Control Panel or My Docu-
ments), double-clicking an icon inside it,
and then closing the window again.

All Programs D

. Accessibiity Options
M Add Hardware

&) Add or Remave Programs
2P Date and Time
Chris Olson b »

(& Folder Options
@ Internet Explorer ‘) My Documents » (2 Forts
[ Microsoft word O 1y 9!
| Pictures * aybobr
ﬁ Dutlook Express 'J ? k i
0 Snagitaz j My Music i 9 touse
& Network Connections b

B4 Fies and Settings Transfer W... g!mtoinwtu : » @

o | ) "
© Tour Windows %P | - S Scanners and Cameras 3

| s
W part @) oo snd support () schecuied Tasks »
© Windows Media Player |p5u!d| @, Sounds and Audio Devices
. 0 Speech
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* Network Connections. If you find yourself switching between different methods of
getting online (or onto a network)—for example, switching your laptop between
the cable modem when you're at home and its dial-up modem when you’re on
the road—turn on “Display as Connect to menu.” From now on, you'll be able
to switch network connections just by choosing from the submenu in your Start
menu.

Customizing the
Start Menu

* Printers and Faxes. Turn on this checkbox if you'd like your Start menu to provide
direct access to the Printers and Faxes folder, or the icons that appear for each
printer and virtual fax machine you've installed (see Chapter 13).

» Scroll Programs. This option changes how the Start—All Programs menu looks
when there are too many programs listed to fit on the screen. Ordinarily when this
situation arises, a second All Programs menu appears to the right of the first one,
continuing the list. But if you turn on this checkbox, all your programs appear
instead on one massive, scrolling programs list. As you scroll down past the last
visible name, the top of the All Programs menu scrolls off the screen.

Adding Icons to the Start Menu

Usually, when you install a new program, its installer automatically inserts the
program’s name and icon in your Start—All Programs menu. There may be times,

NOSTALGIA CORNER

Options for the Classic Start Menu

If vou have turned on the Classic (single-column) Start  If it netices that you haven't been using certain Start mentt

menu as described on page 55, dlicking the corresponding
Customize button shown in Figure 2-20 offersits awn dialog
box full of aptions.

Some are the same op-

tions described on these
pages. The rest either
control which commands
are-listed in the menu
{checkboxes beginning

with the word Display) or

tirn certain comimands

into submenus (check-
boxes beginning with the

word Expand). This is a very handy feature when applied to
the Control Panel, for example,

Finally, note thie option called Use Personalized Menus.
When this checkbox is turned on, Windows watches you
and studies your behavior {that is, even more than usual).

commands, Windows hides them; making the ment listing
shorter, as shown here atleft.

“The double-arrow button

at the bottom of the Al
Programs menu indicates
that there's more to the
list-than you're seeing;
click it'to see the full
meny, as shown here
at right.

Some people find it dis-

concerting that Personal-
ized Menus changes the Start menu frequently, making it
difficult to get used to the positions of familiar items. Other
people find that this feature makes the All Programs menu
and its submentss easier to use, because it frees them from
hunting through commands that they don't use much.
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however, when you want to add something to the Start menu yourself, such as a folder,
document, or even a disk.

The “free” sections of the Start menu

In the following pages, you'll read several references to the “free” portions of the Start
menu. These are the two areas that you, the lowly human, are allowed to modify
freely—adding, removing, renaming, or sorting as you see fit:

* The top-left section of the Start menu. This little area lists what Microsoft calls
pinned programs and files—things you use often enough that you want a fairly
permanent list of them at your fingertips.

+ The All Programs menu. This, of course, is the master list of programs (and any-
thing else—documents, folders, disks—you want to see listed).

These two legal areas are highlighted back in Figure 2-3.

In other words, most of the following techniques don’t work when applied to the
listings in the right column, nor the lower-left quadrant of the Start menu, where
Windows XP lists the programs you use most frequently.

Methiod 1: Drag an icon directly
Microsoft wouldn’t be Microsoft if it didn’t provide at least 437 different ways to do
this job. Here are three of the world’s favorites:

1. Locate the icon you want to add to your Start menu,

It can be an application, a document you've created, a folder you frequently ac-
cess, one of the programs in your Control Panel folder, or even your hard drive or
floppy-drive icon. (Adding disks and folders to the Start menu is especially handy,
because it lets you dive directly into their contents without having to drill down
through the My Computer window.)

Tip: Adding an application name to your All Programs menu requires that you find the program file, as
described on page 61. To do so, either use the Search command described earlier in this chapter, or use the
Windows Explorer window described in Chapter 2. You'll find your program files in the My Computer—
Local Disk (C:)—Program Files folder.

2. Drag it directly onto the Start button.

If you release the mouse now, Windows adds the name of the icon you've just
dragged to the bottom of the list at the top-left section of the menu (Figure 2-22,

top).
But if “Enable dragging and dropping” is turned on, as described in the previous

section, you're free to drop it wherever you want among the items listed in the
top-left section of the menu (Figure 2-22, bottom).
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Customizing the Similarly, if you drag to the Start button and then onto the All Programs com-
Start Menu mand without releasing the mouse, you can place it exactly where you want in the

Start—All Programs menu.

Tip: After making a mess of your Start—All Programs menu by dragging icons onto it, you may want to
restore some order—spedifically, alphabetical. That's easy: Just right-click anywhere on the open All Programs
menu and choose Sort By Name from the shortcut menu.

Figure 2-22:
Top: You can add something to the fop
of your Start menu by dragging it (from
whatever folder it's in) onto the Start
button to open the Start menu, and
then dragging it directly into position.
s s weoswl  (Once the Start menu is open, you can
e w16 moew  also drag it onto the All Programs but-
BHebtul Travel Information. 2068 Mirosoft ton—and once that menu is open, drag

$xansas Cty KC Star 2KB HTML Docun

b Ty Lo 55.2 Goot 24KB Microsaft W) it ﬂﬂVWhEFE in that th)
f 295K8  Bitmap Imag]
aw waestwt Bottom: When you release the mouse,

=Y you'll find that it's been happily en-

>4 sconced where you dropped it. Remem-
ber, too, that you're always free to drag
anything up or down in the “free” areas
14 stari e of the menu: the circled area shown
] here, and the All Programs list.

3 outlookfpress

1 .-' My Music
B Files anf Settings Transfer W... | -'3
i windaofs Mevie Makor SQM?‘VWE'

Congress phone list N

]
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Microsolt Werd 2 =
{43} Dutlook Express | dnvmn:
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& Tour Windows &7 ‘i}
Wrakt | ) veo end supprt
Widowrs Meds Pl =
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Method 2: Use the Add Listing wizard

If you've placed your Start menu into the single-column Classic mode, the same
drag-and-drop routine works for adding new programs. But you can also use one
of Microsoft’s wizards for the same purpose. Right-click the Start button; choose
Properties from the shortcut menu; and click Customize to view the Add, Remove,
and Sort buttons available to you there.
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Method 3: Use the Start Menu folders

Customizing the
Windows XP builds the All Programs menu by consulting the contents of two criti- Start Menu

cal folders:

* Documents and Settings—All Users—Start Menu—Programs folder. This folder
contains shortcuts for programs that are available to everybody who has an account
on your machine (Chapter 16).

* Documents and Settings— [your name]—Start Menu—Programs folder. In this
folder, you'll find shortcuts for the programs that you have added to the Start
menu—and they appear only when you have logged onto the machine.

Figure 2-23 shows you these two locations in Windows Explorer.

Figure 2-23: Two Start Menu folders:
Left: What you see in the Sy
Start—All Programs menu e e ] e cff Borurert. |
is a composed of the e S : 5 Open Ofice Dosument
shortcuts in two Start Menu & % LocalDBH(C) B Windows Catolog
folders, as shown circled @ gm:’“ seitigs W Windows Lpdate
here in Windows Explorer. 23 besktop 5 Sty ,
Note the two different Start O s o= e -
Menu folders, as indicated ~ +——= CESEE [l R Foncfp ot :
by the arrows: one for All s 248 '
Users, and one for only g:dm“m Tock {1l gy Widom
you. 8 e s Tk [ 'ﬁb o B it

Startup ; % - ‘
Right: Anything you place s C_'m*?- . & “”:‘?m . Ele
directly into one of these ot ;e -
Start Menu folders (as a ..: ot
opposed to inside the 45 O satrien O —
Programs folder) appears - e B : 4 ety Hesserngs
above the horizontal line 8@ e 2
in the Start—All Programs g - A>T 2l et
menu. 3.5 kAo g

FREQUENTLY ASKED QUESTION

Which One’s the Program?

I want to add a program to my Start menu like you said.  OK, [ did that But in the program’s folder, there are 15
But wheie Is the program’s icon? miflion little files that all say they're applications. How do |

; g ks :
To discover the program file name of a favorite program, TG e Adld PRl

open your My Computer—Local Disk (C:)—Program Files  First, you can usually recognize which application is the
folder. Inside you'll find folders containing all of your ap-  primary one both by its short-form name and by its icon.
plications—and inside each of these folders, you'llfindicons ~ WinWord is probably a good hint that you've found Word
for each application’s components. Right-click the window,  for Windows, for example. Second, the instructions from the
choose View—sDetails from the shorteut menu, andlook for  software company may tell you which file to click.

an icon whose Type column says “application.”
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In other words, instead of the fancy icon-adding wizards and drag-and-drop schemes
Start Menu described above, you may prefer to fine-tune your Start menu the low-tech way. Just
open the relevant Start Menu folder. (Right-click the Start button; from the shortcut

menu, choose either Open All Users [to view the list of programs for the masses]

or Open [to see the list of your personal programs.]) You can add shortcut icons

to, remove them from, or rename them in your Start—All Programs menu just by
manipulating the shortcuts in this folder.

Removing Icons from the Start Menu

When it comes time to prune an overgrown Start menu, there are three different sets
of instructions, depending on which section of the Start menu needs purging.

* The lower-left section. Right-click the item you’ve targeted for extinction, and
then choose “Remove from This List” from the shortcut menu.

» The right-hand column. Open the Properties— Customize—Advanced dialog box
for the Start menu (page 56), and then turn off the checkboxes for the items you
want expunged.

* The “free” areas. (This means the upper-left section and the All Programs list.)
You can ditch items from these areas just by dragging them off the menu—onto
the desktop, for example, or even directly onto the Recycle Bin icon.

Or, if you prefer, just right-click the file, folder, program, or disk name in the All
Programs menu, and then choose Delete from the shortcut menu. It disappears
instantly. To remove items from the upper-left section, right-click on the item, and
then choose “Remove from This List” from the shortcut menu.

In both cases, you're only deleting the shorfcut that appears on the menu. Deleting
items from the Start menu doesn’t actually uninstall any software.

Renaming Start Menu ltems
Not many people are aware that they can change the Fisher-Price naming conventions
of Windows (My Documents, My Pictures, My First Operating System...).

In fact, you can rename anything you choose in the Start menu—and not justin the free
areas. Click the Start menu to open it, right-click the command you want to rename,
and choose Rename from the shortcut menu. The name of the command—even My
Documents or My Computer—sprouts a little editing box. Type the new name and
then press Enter.

Reorganizing the Start Menu

To change the order of listings in the “free” portions of the Start menu, just drag the
commands up and down the lists as you see fit. As you drag an item, a black line ap-
pears to show you the resulting location of your dragging action. Release the mouse
when the black line is where you want the relocated icon to appear.

Tip: If you change your mind while you're dragging, press the Esc key to leave everything as it was.
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You can drag program names from the lower-left section of the Start menu, too—but

only into one of the “free” areas.

Add folders to hold submenus

Start menu listings accompanied by a right-facing triangle arrow represent folders.
For example, clicking Start—All Programs—Games reveals a submenu that lists all
the games that come with Windows (see Figure 2-24).

Figure 2-24:

Some Programs menu items have
submenu folders and sub-submenu
folders. As you move through the
layers, you're performing an action
known as “drilling down.” You'll see
this phrase often in manuals and
computer books—for example, “Drill
down to the Calculator to crunch a
few quick numbers.”
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Without these folders consolidating the All Programs menu, you'd need one of those
very expensive 95-inch monitors to see the entire list of applications. Fortunately, you
can create Programs menu folders of your own and stock them with whatever icons
you like. For instance, you may want to create a folder for CD-ROM-based games,
eliminating those long lists from the All Programs menu. To add a folder to the All
Programs menu, follow these steps:

1. Open the Start menu. Right-click All Programs. From the shortcut menu, choose

Explore.

CHAPTER 1. THE DESKTOP AND START MENU

Customizing the
Start Menu
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Customizing the The subfolders you are about to create in the All Programs menu will show up only
when you are logged on. (If you want to make a change that affects everybody with
an account on this computer, choose Explore All Users from the shortcut menu

instead.) In any case, the Start Menu Explorer window appears.

2. Click the Programs folder.

Its contents are listed in the right pane, as shown in Figure 2-25.

| %% Programs Figure 2-25:
’ Lt S : The listings on the All Programs menu
File Edt Wew Favorites Tools Help 8 | appear in the right pane. Notice that
Folders X C)Accessories some of the items have folder icons;
(& W My Computer A these are the folders that hold sub-
® 2 31 Floppy (81) L) Startup menus. If you click f’rograms (in the left
& e Local Disk (C1) 1 g+ Inkernet Explarer pane) before creating t{'re.new folder,
i £ Documents and Settings E%Outlnuk Express you'll create a folder_w.vthm the body
® 5 All Users | 1. Remote Assistance of the All Programs fist. To add a folc;fer
@ 7 anita Bragque Bshorteut to Jnaglkde whose name will appear above the line
B ) Chris Olson | £3 Windows Media Player in the All Programs menu, dlick Start
£ Cookies 2% Windows Messenger Menu (in the left pane) before creating
£ Desktop | a new folder.
& U Favorites i
® 3 My Documents
= start Menu
= ﬁ} Programs
] @ Accessories
@ New Folder
@ 73 startup G

3. Choose File—>New—Folder.

Or, if your right mouse button hasn’t been getting enough exercise, right-click a
blank spot in the right pane, and then choose New—Folder from the menu.

4. When the new folder item appears, type a folder name and then press Enter.

Your new folder appears at the bottom of the Start—All Programs menu. Feel free to
drag your new folder up or down on the menu.

Now you can put your favorite file, folder, disk, or application icons into this new
folder. To do so, drag an icon onto the Start—All Programs menu, and then, without
releasing the mouse, onto the new folder/submenu you created. Of course, the first
time you do this, your newly created folder submenu just says “Empty”; drag the icon
onto that “Empty” notation to install it into your submenu. Then drag as many other
icons as you like into this new folder.

You can even create folders within folders in your Start—All Programs menu. Just
repeat the instructions on the previous page—but following step 2, click the + sign
next to the first folder you added. Then continue with step 3.
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Windows, Folders,
and the Taskbar

indows got its name from the rectangles on the screen—the windows—

where every computer activity takes place. You look at a Web page in a

window, type into a window, read email in a window, and look at the
contents of a folder in a window—sometimes all at once. But as you create more files,
stash them in more folders, and launch more programs, it’s easy to wind up paralyzed
before a screen awash with cluttered, overlapping rectangles.

Fortunately, Windows is crawling with icons, buttons, and other inventions to help
you keep these windows under control.

Windows in Windows

There are two categories of windows in Windows:

* Desktop windows. These windows, sometimes called Windows Explorer windows,
include the windows that open when you double-click a disk or folder icon. This
is where you organize your files and programs.

* Application windows. These are the windows where you do your work—in Word
or Internet Explorer, for example.

Nonetheless, all windows have certain components in common (see Figure 2-1).

» Title bar. This top strip displays the name of the window. Drag it like a handle
when you want to move the window on the screen.

CHAPTER 2: WINDOWS, FOLDERS, AND THE TASKBAR
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Windows in + Minimize button. Click this box to temporarily hide a window, shrinking it down
Windows into the form of a button on your taskbar (page 88). You can open it again by
clicking that button. Keyboard shortcut: Press Alt+Space bar, then N.

» Maximize button. Click this button to enlarge the window so that it fills the screen,
gluing its edges to the screen borders. At this point, the maximize button turns
into a restore down button (whose icon shows two overlapping rectangles), which
you can click to return the window to its previous size. Keyboard shortcut: Press
Alt+Space bar, then X.

Tiip: You can also maximize or restore a window by double-clicking its title bar.

Minimize  Maximize Close  Figure 2-1:
Control menu  Tite bar  Menubar  Toolbar  butten button button  All windows have the same
basic ingredients, making it
easy fo become an expert

8 Shortcut to My Documents
i Fle Edt View Favorkes Tools Help

in window manipula-
tion. This figure shows a

i Or S - 3| Psesch Foders [E- desktop window—a disk or
e 1 T EE AR ST folder—but you'll encounter
| File and Folder Tasks (R _::—b My Music the same e{ements in ap-
|8 ,,/ plication windows.

23 Maks a new folder
&8 Publsh this folder to
the Web

Other Places

@ Sartp

153 My Documents
£ Shared Documents
| 1y Conputer

N3 My Natwork Places

s for Cathy
= | Microsott Word Document
1 g1

m 4 Helpful Travel Information_1 Lo Kansas City Star
Microsoft Word Document " HL Dotumant
28y ZhD

L = NPT . L e >

Ny

Task pane Border Scroll bar

Fitness Trackifg
Excel Workshiset

» Close button. Click the X button to close the window. Keyboard shortcut: Press
Alt+F4.

» Menu bar. Click a menu title (such as File or Edit) to open a menu, revealing a list
of commands available for that menu in this window. Keyboard shortcuts: Press
Alt+[underlined letter in menu], or press F10 to activate the menu bar in the active
window and then press the underlined letter.

* Toolbar. Some windows offer rows of one-click shortcut buttons as equivalents
for the menu commands that Microsoft thinks you’ll use frequently. (More on
toolbars at the end of this chapter.)
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= Scroll bar. A scroll bar appears on the right side or bottom of the window if the Windows in
window isn’t large enough to show all its contents (as described in the box at the
bottom of this page).

* Address bar. This bar lets you type in a Web address or the address of a folder on
your PC; when you press Enter or click Go, that Web page (or a list of the contents
of that folder) appears.

* Control icon. The icon next to the title is actually a menu that offers commands for
sizing, moving, and closing the window. You can double-click it to close a window.
Otherwise, it’s not very useful, because its commands duplicate the other doodads
described here.

* Borders. You can change the size of a window by dragging these edges. Position
your pointer over any border until the pointer turns into a double-headed arrow.
Then drag inward or outward to reshape the window. (To resize a full-screen
window, click the restore down button first.)

Tip: You can resize a window in both dimensions at once just by dragging one of its corners. The diagonally
striped ribs at the lower-right corner may suggest that it's the onfy corner you can drag, but it's not; all four
corners work the same way.

The Task Pane

At the left side of every desktop window is a special, independent blue panel. For
novices in particular, it’s one of the most useful new features in Windows XP.

The programmers at Microsoft were clearly frustrated at having built so many interest-
ing features into Windows that nobody knew existed. Most of these features appeared
only when you right-clicked something—a folder, file, or whatever. But by Microsoft’s

UP TO SPEED [

Scroll Bar Crash Course

Scroll bars are the strips that may appear at the right side
or bottom of a window. The scroll bar signals you that the
window isn't big enough to reveal all of ifs contents.

Click the arrows at each end of a scroll bar to move slowly
through the window, or drag the square handle (the thumb)
to move faster. (The position of the thumb relative to the
entire scroll bar reflects your relative position in the entire
window or document.) You can quickly move to a specific
part of the window by holding the mouse button down on
the scroll bar where you want the thumb to be. The scroll bar
rapidly scrolls to the desired location and then stops.

Ifyour mouse has a little wheel o the top, you can scroll (in
most programs) just by turning the wheel with your finger,
even if your cursor is nowhere near the scroll bar. You can
turbo-scroll by dragging the mouse upward or downward
while keeping the wheel pressed down inside the window.

Finally, keyboard addicts should note that you can scroll
without using the mouse at all. Press the Page Up or Page
Down keys to scroll the window by one “windowful,” or use
the up and down arraw keys to scroll one line at a time.
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Windows in
Windows

research, as many as 75 percent of Windows users never right-click anything. They’ve
been missing out on all of these features.

The idea behind the task pane, therefore, is to unearth the list of features that once
lurked (and still lurk) inside shortcut menus. The contents of this blue panel change
depending on the kind of window you're viewing (Figure 2-2), but the idea is always
the same: to wave a frantic little software flag in front of your eyes, so that you'll notice
some of the possibilities that are only a click away.

In a standard desktop window, for example, the task pane lists frequently sought
commands like “Make a new folder,” “Publish this folder to the Web,” and “Share this
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f} Move the selected fems
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Figure 2-2:

The task pane is divided
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tasks at top, places below
that, file and folder info
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U File and Folder Tasks 2 becomes too Iong, you
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Hiding and Shrinking the Task Pane

The task pane is plenty useful for plenty of people, but it's a
glutton for screen space. It adds a two-inch sidecar onto every
window, which you can't hide or show.on a fotder-byifoldrﬂ
. basis—and can't make narrower.

When window: space is tight, you can eliminate the task
pane in either.of two ways. Hrst, note that Windows politely
removes the pane altogether when the window becomes o
narrow hat half of itwould be the task pane. Try dragging the
right edge of a window slowly to the left; eventually, you'll
see the task pane blink out of sight. (Widen the windew

again to make it reappear.)

Second; you can getrid of the task pane on a computer-wide
basis. Inany folder window, choose Tools—sFolder Options.

In the resulting dialog box, dick “Lise Windows Classic fold-
ers” and thery click OK.

Now the task panes are gone-at least unitil you return o the
same Folder Options dialog box and dick “Show common
tasks and folders™ to make them return.
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folder” (with other people on your office network). Below that list of File and Folder
Tasks is a box (Other Places) that offers one-click links to frequently accessed loca-
tions on your PC: My Computer, My Network Places, and so on.

Finally, at the bottom of every desktop task pane is a Details area. If you click a file
icon, this panel displays its size, name, type, modification date, and (if it’s a picture)
dimensions. If you click a disk icon, you're able to see how full it is and how much
it holds. If you select several icons at once, this panel shows you the sum of their file
sizes—a great feature when you're burning a CD, for example, and don’t want to
exceed the 650 MB limit.

Depending on the ternplate that’s been applied to a folder (page 75), you may also
see special multimedia task links: “View as a slideshow” and “Print this picture” for
graphics files, “Play All” and “Shop for music online” for music folders, and so on.
(Chapter 7 details these topics.)

The Explorer Bar
The new task pane occupies the space at the left side of a window, exactly where the
Explorer bar appeared in previous versions of Windows.

But the Explorer bar is still available. By using the View—Explorer Bar command,
you can make the task pane disappear, to be replaced by your choice of the following
kinds of information:

» Search. By choosing View— Explorer Bar—+Search, you bring up the Windows XP
Search program described in Chapter 1. Keyboard shortcut: Ctrl+E, or F3.

+ Favorites. As you might guess, this list offers quick access to your “bookmarked”
Web sites from Internet Explorer. But it can also list folder windows, documents,
and other icons to which you'd like easy access. (You can also access your Favorites
from the Start menu.) Keyboard shortcut: Ctrl+L

To add a certain window to this list—My Documents, for example—open it on
the screen and then choose Favorites—Add to Favorites (or press Alt+A, A). Name
the window, if you like, and then click OK.

Or, to add an icon (file, folder, disk) to the list of Favorites, just drag it directly
into the Favorites bar. Now it’s listed in your Favorites menu and in your Favorites
bar.

* Media. This panel, new in Windows XP, offers a set of controls for playing music
CDs, music files, and movie files, right there in your folder window. Of course,
Windows Media Player (Chapter 7) is the galactic headquarters for this kind of
task. But if you just want to play an MP3 file as background music for your work,
this is a great shortcut (see Figure 2-3).

* History. This panel works exactly like the one in a Web browser, in that it shows
you a list of Web sites you've recently visited, sorted by the date of the visit (“2
Weeks Ago,” for example). Keyboard shortcut: Ctrl+H.
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Windows in
Windows

Tip: Many people miss the fact that the History panel also contains a handy recent-documents tracker, one
that’s even more complete and permanent than the My Recent Documents folder described on page 52.
To see the list of documents you've recently opened—including your own files, Help files, and so on—just
click the My Computer icon in the history list. (if you opened a document on another machine across the

network, click its name instead.)
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Figure 2-3:

The controls here represent the
“front end” for playing video
clips, audio CDs, and sound
files. Don't miss the double-
down-arrow circle buttons,
which take you directly to the
Web sites where you can find
music, video, or even radio
stations to play. The little
“Detach palette” button in the
upper-right corner turns this
panel into a floating palette
that you can park anywhere on
the screen.

Detach palette

Previous track/  Volume
Next Track (for CDs)
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« Folders. Choosing View—Explorer Bar—Folders

(or simply clicking the Folders

button on the standard window toolbar) opens the Windows Explorer—like folder

tree that’s described on page 108.

* Tip of the Day. This option actually has nothing to do with the left-side panel of
a window. Instead, it opens a new strip at the bottom of the window, displaying a
useful tip or trick for using Windows. (Any other Explorer bar panel you've opened
at the left side of the window stays right where it is.)

* Discuss. This option is worthless uniess an administrator has set up a SharePoint
Portal Server (a corporate software kit that permits chat sessions among employ-
ees). If so, you can use this panel to control which discussion group you sign up
for, or to insert fragments of your chat into a document you're working on.
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Sizing, Moving, and Closing Windows

Any Windows window can cycle among three altered states:

* Maximized means that the window fills the screen. Its edges are glued to the bound-
aries of your monitor, and you can’t see anything behind it. It expands to this size
when you click its maximize button (see Figure 2-1)—an ideal arrangement when
you're surfing the Web or working on a document for hours at a stretch, since the
largest possible window means the least possible scrolling,

Tip: When a window is maximized, you can restore it (as described below) by pressing Alt+Space bar,
then R.

* When you click a window’s minimize button (Figure 2-1), the window disappears.
It hasn’t actually closed, however; it’s simply reincarnated as a button on the taskbar
at the bottom of the screen. You can bring the window back by clicking this taskbar
button, which bears the window’s name. Minimizing a window is a great tactic
when you want to see what’s in the window behind it.

+ A restored window is neither maximized nor minimized. It’s a loose cannon,
floating around on your screen as an independent rectangle. Because its edges
aren’t attached to the walls of your monitor, you can make it any size you like by
dragging its borders.

Tip: Double-clicking the title bar alternates a window between its maximized (full-screen) and restored
conditions.

Moving a window
Moving a window is easy—just drag the title bar.

Most of the time, you move a window to get it out of the way when you’re trying to
see what’s behind it. However, moving windows around is also handy if you’re mov-
ing or copying data between programs, or moving or copying files between drives or
folders, as shown in Figure 2-4.

Closing a window

You can close a window in any of the following ways:
+ Click the close button (the X in the upper-right corner).
* Press Alt+F4.
* Double-click the Control icon in the upper-left corner.

« Single-click the Control icon in the upper-left corner, and then choose Close from
the menu,

* Right-click the window’s taskbar button, and then choose Close from the shortcut
menu.
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Windows in
Windows
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+ In desktop windows, choose File—Close.

» Quit the program you’re using, log off, or shut down the PC.

Be careful: In many programs, including Internet Explorer, closing the window also

quits the program entirely.

Tip: If you see two X buttons in the upper-right corner of your screen, then you're probably using a program
like Microsoft Word. It's what Microsoft calls an MDI, or multiple document interface program (see page 72).
It gives you a window within a window. The outer window represents the application itself; the inner one
represents the particular document you're working on.

If youwant to close one document before working on another, be careful to lick the inner Close button. Clicking
the outer one exits the application entirely. If you have multiple documents open within one application, you
can close the active document by pressing Ctrl+F4. The program may ask if you want to save the document
before closing it, but nothing is certain, so get in the habit of pressing Ctrl+S befare you press Cirl+F4.
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Figure 2-4:

Creating two restored (free-
floating) windows is a conve-
nient preparation for copying
information between them.
Make both windows small and
put them side-by-side, scroll if
necessary, and then drag some
highlighted material from one
into the other. This works either
with icons in desktop windows
(top) or text in Microsoit Word
(bottom). If you press Ctrl as
you drag text in this way, you
copy the original passage
instead of moving it.

WINDOWS XP HOME EDITION: THE MISSING MANUAL

Lenovo EX-1006, Page 085
IPR2021-00786 (Lenovo Inc. v. LiTL LLC.)




Working with Multiple Windows

Many people routinely keep four or five programs open at once, like a calendar, word
processor, Web browser, and email program. Others (computer book authors, for ex-
ample) regularly work in just one program, but have several document windows open
at once, representing several chapters. Clearly, learning how to manage and navigate
a flurry of overlapping windows is an essential Windows survival skill.

Active and inactive windows
When you have multiple windows open on your screen, only one window is active,
which means the following:

« It’s in the foreground, in front of all other windows.
+ It’s the window that “hears” your keystrokes and mouse clicks.

* The title bar is vivid blue and the background (inactive) window title bars are a
lighter, more faded blue. (You can change this color scheme, as described on page
264.)

Of course, just because a window is in the background doesn’t mean that it can’t
continue with whatever assignment you gave it—printing, downloading email, and
so on. If a background program needs to pass a message to you (such as an error
message), it automatically pops to the foreground, becoming the active program.
When you respond to the message (usually by clicking OK), Windows XP sends the
program back to the background.

Tip:To activate a background window, click anywhere on it. If other windows are covering up the background
window, click its name on the taskbar (described in the next section).

You can also rotate through all the open windows and programs by pressing Alt+Tab. A little panel appears in
the center of your screen, filled with the icons of open folders and programs; each press of Alt+Tab highlights
the next in sequence. (Alt+Shift+Tab moves you one backward through the sequence.) Upon releasing the
keys, you jump to the highlighted window, as though it's a high-tech game of Duck Duck Goose.

Of course, you won't become a true Zen master of window juggling until you've
explored the multiple-window command center itself—the taskbar (page 88).

The Desktop Window Overhaul

Windows’ windows look just fine straight from the factory: all the edges are straight,
and the text is perfectly legible. Still, if you're going to stare at this computer screen
for half of your waking hours, you may as well investigate some of the ways these
windows can be enhanced for better looks and greater efficiency. As it turns out, there’s
no end to the tweaks Microsoft lets you perform.
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The Desktop
‘Window Overhaul

Icon and List Views
You can view the files and folders in a desktop window in any of several ways: as
small icons, jumbo icons, a tidy list, and so on. Each window remembers its own

view settings.

To change the view of a particular open window, choose one of these commands from
its View menu (or from the little [Z~ icon on the toolbar): Filmstrip, Thumbnails,
Tiles, Icons, List, or Details. Figure 2-5 illustrates each of these options.

Some of these views are new in Windows XP. Filmstrip view, for example, is a home
run for anyone with a digital camera or scanner. It turns the folder window into a
slide show machine, complete with Next and Previous buttons beneath an enlarged
picture, as well as buttons that rotate the image on the screen. (You get this view

automatically when you open your My Pictures folder.)
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Figure 2-5:

The new Filmstrip view
(upper leff) creates a slide
show right in the folder
window. Thumbnails view
(upper right) is also good
for photos—or anyone who
would like a larger target for
clicking each icon. (Tip: If you
press Shift as you switch to
Thumbnails view, you hide
the file names. Do it again to
bring the names back.)

In the new Tiles view (middle
left), your icons appear

at standard size, sorted
alphabetically into vertical
columns—with name and file
details just to the right. Icons
view (middle right) sorts the
icons horizontally in rows,
displaying only their names.
The List view (Tower feft)
packs, by far, the most files
into the space of a window.
Details view (lower right) is
the same as List view, except
for the additional columns of
information that reveal the
size, the icon type, and the
date and time the item was
last modified.
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Tip: In Filmstrip view, try right-clicking inside the large image of your photo. The resulting shortcut menu
offers a number of very useful options, including Rotate commands, “Set as Desktop Background,” and “Send
To" (which lets you fire the picture off to somebody by email).

The Desktop
Window Overhaul

As a message may tell you, rotating certain pictures may force Windows to recompress them, sometimes
reducing the quality by a fractional amount. In general, the quality loss isn't visible to the eye, but if you're
concerned, duplicate the file to preserve the original before rotating.

Changing the sorting order
Windows XP starts out arranging the icons alphabetically in two different groups.
Folders come first, followed by the list of loose files in a second group.

But you don’t have to be content with an alphabetical list. Windows XP is wildly flex-
ible in this regard, letting you sort a window’s contents in any of 32 ways.

To change the sorting criterion, choose View—Arrange Icons By, and then choose
from the drop-down menu. The sorting possibilities listed here depend on which
columns you've made visible in Details view (described in the next section). Generally,
though, you'll find these options:

GEM IN THE ROUGH

Folder Templates

In prévious Windows versions, people with too much time
on their hands could choose their own HTML templates to
dress up the backgrounds of their open folder windows. In
XP, if you want the blank area behind your icons to be solid
mauve, for example, or decked
autwith a replica of your home
page, you're out of luck.

v
Notes to Self Properties

‘General | Sharing | Customize |

view setting (thumbnail, filmstrip, or whatever) and set of

task pane options, Ever wonderwhy your My Pictures folder

always opens up in Filmstrip view, with useful tasks like "View

as a slide show" on the task pane? Now you know: It's been
given the Pictures template in
this dialog box.

Three of the templates listed

There is still a Customize This |
Folder command in the View

What kind of folder do you want?
Use this folder type as a lemplate:

here are designed for folders
that contain music files (MP3

fDocurnmu {for any file type)

menu, though. (It's available
in the View menu of any folder
you've created yourself—just
not built-in folders like My

Documents [for any file lype)
Pictures (best for files]

Videos

Music (best for audho files and playists)
Music Astist (best for warks by one artist)
Music Album [best for lracks from one album)

files and such), one is for docu-
ments of any file type, two are
for picture folders, and one is
for videos. Clearly, Microsoft

Documents.) It produces the

dialog box shown here. Using

the drop-down menu at the top, you can choose to apply
any of seven canned folder templates to the currently open
folder.

Inthe Wiadom‘XP sense, femplate here means predefined

designed this feature for its own
benefit (for the My Pictures and
My Music folders, specifically). However, if you create other
multimedia folders of your own, you now know how to make
them resermble Windows XP's ready-made folders.
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» Name arranges the files alphabetically.

= Type arranges the files in the window alphabetically by file type, such as Word

documents, applications, JPEG files, and so on. (Technically, you're sorting files

by their filename extensions [see page 163].)

» Size arranges files by size, smallest first. (Folders are unaffected; Windows never
shows you the sizes of folders in its list views.) In the My Computer window, this

option says Total Size and lists your disks by their

you how much space is left on each of your disks.

capacity.

Free Space is an option only in the My Computer window. Needless to say, it shows

Show in Groups is a fascinating enhancement in Windows XP. In any view except

Filmstrip and List, it superimposes headings on your sorted list of icons, making
the window look like an index (see Figure 2-6). When sorting the list by size, for

example, the headings say Tiny, Small, Medium,
modified date, you see headings called Yesterday,

and Folders. When sorting by
Last week, Earlier this month,

and so on. It’s an inspired idea that makes it much easier to hunt down specific

icons in crowded folders.

+ Auto Arrange, available only in Icon and Tile views, isn’t actually a sorting method,
it’s a straightening-up method. It rearranges the icons so they’re equally spaced
and neat. (You can use this command on the desktop, too, which is one way to
avoid CWDS [Cluttered Windows Desktop Syndrome].)

& My Documents
i Fle Edt View Favortes Toodls Help [

PO - 8 @ || P s £ Fokders: -

File and Folder Tasks

£ Wska & e folder
& Publish this folder to the
Web

2K8 HTML Dacument

2 Shars th folder

0K Microsoft Word Document

| Other Flaces & My Documents

il ) Shared Docurents —iMy Pictures 3 J7 Search (7 Folders [+ &
u My Computar mMyLIfeasaGnat R
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Figure 2-6:

Show in Groups is a useful new
view option (available in all
views except Filmstrip and List)
that superimposes a set of “fil-
ing tabs” on any window, with
headings that reflect the date,
size, name, type, and so on. It’s
perfect for scanning a crowded
list. These examples show
sorting by name (left) and by
modified date (right). In the
My Computer window, the
effect is slightly different: Your
folders and disks are listed in
headings called, for example,
Files Stored on This Computer,
Hard Disk Drives, and Devices
with Removable Storage.
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« Align to Grid is slightly different. Whereas Auto Arrange always keeps icons or
tiles in a tight, equally spaced clump, Align to Grid snaps dragged icons into posi-
tion against an invisible underlying grid, even if they’re scattered across the broad
space of an open window (instead of clustered together in the upper-left corner).
In other words, this feature is generally useful only when Auto Arrange is turned
off.

Nofe: You can't reverse the sort order of your icons (from Z to A, for example), except in Details view,
described next.

Manipulating the Details view
You gotta love Details view. Clearly, Microsoft does: it's endowed Details view with
much more flexibility and power than the other views.

First, there’s the obvious advantage of being able to see the size and date of the objects
in neat columns, as shown in Figure 2-5. Second, you can sort the contents by file size,
type, or date simply by clicking the appropriate column heading.

Tip: If you click the same column heading again, the sorting order is reversed. For instance, clicking the Date
Modified column once places your files into oldest-files-first sequence; a second click puts the newest file
first. A small arrow on the column heading points up or down to indicate the order of the sort. (This doesn't
work if “Arrange in Groups” is turned on.)

Third, you can rearrange the column sequence just by dragging their headings hori-
zontally.

Finally, you can manipulate the columns in a number of ways:

+ To add more columns to the window, providing even more information about each
icon, right-click any column heading and choose column names from the resulting
drop-down menu. As you'll quickly discover, many of these column headings are
useful only in folders that contain certain kinds of files—Date Picture Taken is for
digital photos, Album Title is for music files, and so on.

« For even more control over the columns, choose View—Choose Details to open
the dialog box shown in Figure 2-7. Turn on the checkboxes beside the columns
you want. You can even determine their sequence just by clicking a column name,
and then clicking Move Up or Move Down (although, as noted above, it’s much
easier to drag the column headings in the window yourself).

* Once you've opened the Choose Details window, you could change the width of a
column by editing the number at the bottom in the “Width of selected column (in
pixels)” text box—but that’s for geeks. It's much more natural to adjust column
widths just by dragging the vertical divider bar (between column headings) from
side to side.
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Tip: When adjusting the width of a column, here's a technique that's even better than dragging: Double-click
the divider between one column name and the next. Doing so automatically expands the column to a width
that's precisely wide enough to reveal the widest item in that column (exactly as in Microsoft Excel).

—

Choose Details

Select the details you want ta display for the files in this folder. robust enough to satisfy even the terminally curious. Some

Details:

Figure 2-7:
The range of information you can display in the window is

of the charadieristics listed here are for specific types of files.
For example, you won't need a column for Audio Formations

Date Modified
] Date Created
1 Date Accessed

] Attributes
7 Status
] Owner
] Author
i1 Title

] Subject
] Category
] Pages
] Comments
] Copyright

[ Album Title

in a folder that holds word processing documents,

Move Up

Move Down

il

a |

s
i
|
|

i~
20

Widih of selected column in pisels) | 0]

[ ok ][ Ccence

Standard Folder Views

Now that you've twiddled and tweaked your system windows into a perfectly efficient
configuration, you needn’t go through the same exercises for each folder. Windows
XP can immortalize your changes as the standard setting for all your windows.

Choose Tools—Folder Options—View tab. Click the Apply to All Folders button. When
Windows XP asks whether you're sure you know what you're doing, click Yes.

At this point, all of your disk and folder windows open up with the same view, sorting
method, and so on. You're still free to override those standard settings on a window-
by-window basis, however.

And if you change your mind again, seeking to make all of your maverick folder win-
dows snap back into line with the standard settings, choose Tools—Folder Options—
View tab and click the Reset All Folders button.
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Uni-Window vs. Multi-Window

The Desktop

When you double-click a folder, Windows can react in one of two ways: R GTE E
» It can open a new window. Now you've got two windows on the screen, overlapping
each other. Moving or copying an icon from one into the other is a piece of cake.
Trouble is, if your double-clicking craze continues much longer, your screen will

eventually be overrun with windows that you must painstakingly close again.

» It can replace the original window with a new one. This only-one-window-at-all-
times behavior keeps your desktop from becoming crowded with windows. If you
need to return to the previous window, the Back button takes you there. Of course,
you’ll have a harder time dragging icons between windows using this ethod.

To specify your preference, choose Tools—Folder Options—General tab in any desktop
window. In the resulting dialog box, click “Open each folder in the same window” or
“Open each folder in its own window,” as you like. Then click OK.

Tip: You can can reverse this setting on a case-by-case basis by pressing Ctrl as you double-click. If you've
selected “in the same window,” for example, Ctrl-double-clicking opens a folder into its own window.

The “Folder Options” Options

If you choose Tools—Folder Options from any folder window and then click the View
tab (see Figure 2-8), you see an array of options that affect all of the folder windows
on your PC. When assessing the impact of these controls, “earth-shattering” isn’t the
adjective that springs to mind. Still, you may find a few of them useful.

Here are the functions of the various checkboxes:

POWER USERS’ CLINIC

Eliminating Double-Clicks

In many ways, each desktop folder window is just like Inter-
net Explorer. It has a Back button at the top, an Address bar
strip just below that, a Favorites ment, and so on.

Ifyouenjoy this computer-as-browser effect, you can actually
take it one step further. You can set up your PC so that one
click, not two, opens an icon. It's a strange effect that some
people adore, and others turn off again as fast as their little
fingers will let them. Either way, you should try it out.

Choose Tools—Folder Options—General tab. Select
“Single-click to open an item (point to select).” When you

turn on this option, you can even turn the icon names into «

underlined links by selecting “Underline icon titles consistent

with my browser” or “Underline icon titles only when | point
at them.” Click OK.

Ifasingle click opens an icon, you're entitled to wonder: How
does one select an icon (which you'd normally do with a
single click)? Answer: Just point to itfor about a half-second,
letting the mouse hover over the listing without clicking. To
make multiple selections, press.the Ctrl key as you point to
additional icons.

Of course, the PC-as-Web analogy isn't quite complete—you
still won't see advertising banners across the top of your
desktop windows. Maybe next year.
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The Desktop » Automatically search for network folders and printers. When you turn on this
Window Overhaul checkbox, Windows explores your network every few seconds in hopes of detect-
ing shared folders and network printers that recently have been turned on or off.

That way, your Network Places and Printers windows will be up to date when you
open them.

Figure 2-8:

Some of the options in this list are contained
General| View | File Types| within tiny folder icons. Double-click one of these
AR = icons to expand the list and reveal the options

Folder Options.

Felder views , — I within it. For example, you won't see the “Do not
You can apply the view [such as Details or Tiles) that i show hidden files and folders” OpﬁOﬂ until you
you are using for this folder to all falders. ! have expanded the “Hidden files and folders"”

[ ApplytoAlFoiders | [ ResetallFoders | || folder icon.

Advanced settings:

) Files and Folders |
[¥] Automatically search for netwark foldess and printers |
Digplay file size infarmation in folder tips
Display simple folder view in Explorer's Folders list ] |
[] Display the contents of system folders ! |
Display the full path in the address bar = |

| [7] Display the full path it the title bar

| [} Do not cache thumbnails [

| (£ Hidden files and folders {
(%) Do not show hidden files and folders |
) Show hidden files and folders |
[ Hide extensions for known fl types ¥

Restore Defaults

0K j[ Cancel ] Apply

+ Display file size information in folder tips. A folder tip is a rectangular balloon
that appears when you point to a folder—a little yellow box that tells you what’s
in that folder and how big it is on the disk. (It appears only if you've turned on the
“Show pop-up description” checkbox described below.) Talk about tweaky: you
turn off this checkbox if you want to see the description but not the size.

+ Display simple folder view in Explorer’s Folders list. When you've turned on this
option, clicking a folder in Windows Explorer (page 108) expands its listing, show-
ing you its contents. It also simultaneously closes any other folder you’ve previously
expanded. (Turning off this option also adds dotted lines that help you see which
folders sprang forth from which other folders in the “tree.”)

+ Display the contents of system folders. When you open certain windows that
“belong” to Windows XP itself—the Windows folder or Program Files folder,
for example—you see nothing but an enormous, full-window message that says,
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“These files are hidden.” Microsoft grew weary of answering tech-support calls The Desktop
from clueless or mischievous customers who had moved or deleted critical system Window Overhaul
files from these folders, rendering their PCs crippled or useless. The company

concluded that the simplest preventive measure would be to make them invisible
(the files, not the PCs).

This checkbox is responsible for that safety feature. If you consider yourself a
cool customer when it comes to power-user techniques like fooling around with
important Windows folders, you can turn this box on. You won’t see that “These
files are hidden” message any more. (Of course, even if this checkbox is turned
off, you can still view the hidden files by clicking the “Show the contents of this
folder” link in the task pane of any such window.)

* Display the full path in the address bar. This option displays your window’s full
folder path in the Address bar (if it’s showing)—for example, C:\Docurments and
Settings\Chris\My Documents\Bills—instead of only the folder’s name (Bills).
Turning this option on ensures that you won’t get confused on a hard drive that
contains two identically named folders. Seeing the path can be useful when you're
not sure which disk a folder is on. (See page 34 for more on folder paths.)

* Display the full path in the title bar. Same idea, but this time the path of the open
folder or file shows up in the title bar of the window. Unfortunately, you also
get the full path in the window’s taskbar button—or more specifically, the first
couple words of the path, which usually aren’t helpful. In that case, just point to
the taskbar button to see the rest of the pathname appear in a tooltip (if “Show
pop-up description” is turned on, as described on page 83).

* Do not cache thumbnails. This option refers to the new Thumbnails view, a
window view that’s primarily useful for looking at folders full of pictures. When C
Windows caches such images, it memorizes the little pictures that constitute your
thumbnails, so that they’ll appear faster the next time you open the window. You
save a tiny bit of memory by turning on this checkbox, but you'll wait a lot longer I
every time you open a folder whose contents are in Thumbnails view.

* Hidden files and folders; Hide protected operating system files (Recommended).
As noted above, Windows XP hides certain files and information that, if deleted or
changed by mistake, could cause you hours of troubleshooting grief by damaging
the operating system or your programs. (Certain files and folders remain hidden
even if you have turned on “Display the contents of System folders.”) Yes, Big
Brother is watching you, but he means well.

By changing these settings, you, the confident power user, can make the hidden
files and folders appear (they’ll show up with dimmed icons, as though to reinforce
their delicate nature). But you'll have the smoothest possible computing career if
you leave these options untouched.

* Hide extensions for known file types. Windows XP normally hides the three-letter
filename extension on standard files and documents (Word files, graphics files, and
so on), in an effort to make Windows seem less technical and intimidating. Your
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The Desktop files wind up named Groceries and Frank instead of Groceries.doc and Frank.
Window Overhaul jpg,

Power users often make these extensions reappear by turning off this option; see
page 165 for more on this topic.

+ Launch folder windows in a separate process. This geekily worded setting opens
each folder into a different chunk of memory (RAM). In certain rare situations,
this largely obsolete arrangement is more stable—but it slightly slows down your
machine and unnecessarily uses memory.

» Managing pairs of Web pages and folders. For some reason, this new Windows XP
option shows up only if you've also installed Microsoft Office, This feature affects
Web pages that you save to your hard drive (by choosing, in Internet Explorer, File—
Save As, and then choosing the “Web Page, Complete” option in the “Save as type”
drop-down list). For such a tiny feature, quite a bit of explanation is required.

When saving a Web page in this way, you generally wind up with two separate icons
on your desktop: an HTML document that contains the Web page’s code (and the
words on the page), plus a similarly named folder full of the graphics (and scripts)
that appeared on that page.

The “Show and manage the pair as a single file” option here is a strange but useful
one. It means that whenever you move or delete one of these two icons (the HTML
document and the graphics folder), the other one automatically accompanies it.
The idea, of course, is to help you avoid breaking the connection between these
items—for example, leaving the graphics behind when you copy the text file to
another disk.

If you turn on “Show both parts and manage them individually,” of course, Win-
dows doesn't preserve any such link. If you drag or delete the text file, you leave
behind the graphics folder.

(The strangest option in all of Windows XP is the final one, “Show both parts but
manage as a single file.” It produces exactly the same effect as “Show and manage
the pair as a single file” Go figure.)

* Remember each folder’s view settings. Ordinarily, every folder and disk window
memorizes its own view setting (the sorting order, plus the view setting, like LIst
or Details) independently.

But if you turn off this checkbox, each folder inherits the view setting of the win-
dow it’s in. If you open My Documents, for example, and switch it to Tiles view,
all the folders inside it will open into Tiles view windows, too. Furthermore, if
you change one of those inner folders to Details view, for example, it won’t stick.
Instead, it will switch right back to Tiles the next time you open it.

Tip: A reminder: You can set your PC to employ the same view setting all the time (Details view, for example)
by turning on this option and then using the Apply to All Folders button described on page 78.
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* Restore previous folder windows at logon. Every time you log off the computer,
Windows forgets which windows were open. That’s a distinct bummer, especially
if you tend to work out of your My Documents window, which you must therefore
manually reopen every time you fire up the old PC.

If you turn on this useful checkbox, then each time you log on, Windows XP will
automatically present you with whichever windows were open when you last logged
off.

Show Control Panel in My Computer. Turn on this checkbox if you'd like to see
a Control Panel icon in the My Computer window, as in previous versions of
Windows.

Show encrypted or compressed NTEFS files in color. This feature won’t make much
sense until you've read page 14, which explains how Windows XP Professional can
encode your files for security, and page 467, which explains how Windows XP (any
version) can compact your files to use less disk space.

This option turns the names of affected icons green and blue, respectively, so that
you can spot them at a glance. On the other hand, encrypted or compressed files
and folders operate quite normally, immediately converting back to human form
when double-clicked. In other words, knowing which ones have been affected isn’t
particularly valuable. Turn off this box to make them look just like any other files
and folders.

Note: You may never see any green icons, even if you turn on this option. Unlike the XP Professional edition,
the Home Edition doesn't even offer an option to encrypt files.

+ Show pop-up description for folder and desktop items. If you point to (but don't
click) an icon, a taskbar button, a found item in the Search program, or whatever,
you get a pop-up tooltip—a floating yellow label that helps identify what you're
pointing to. If you find these tooltips distracting, turn off this checkbox.

Note: The changes you make in the Folder Options settings are global; they affect all desktop windows.

Window Toolbars

On the day it’s born, every Windows XP desktop window has a standard toolbar across
the top (see Figure 2-9). A toolbar is simply a strip of one-click buttons like Back,
Forward, Search, and so on.

But by choosing View—Toolbars, or right-clicking a blank spot on a toolbar and
pointing to Toolbars on the shortcut menu, you can add or hide whichever toolbars
you like, on a window-by-window basis. Three different toolbars are available from
the View menu: Standard Buttons, Address Bar, and Links.
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Window Toolbars

Tip: As anyone in the U.S, Justice Department could probably tell you, the Internet Explorer Web browser is
deeply embedded in Windows itself. These window toolbars are perfect examples: They appear not only in
desktop windows but also in Internet Explorer when you're browsing the Web. In fact, you'll probably find
them even more useful when you're browsing the Web than when browsing your desktop folders.

The Standard Buttons Toolbar

This toolbar helps you navigate your desktop (or the Web). The desktop version
contains buttons like these:

» Back, Forward. On the Web, these buttons let you return to Web pages you've just
seen. At the desktop, they display the contents of a disk or folder you've just seen. If
you're using one-window-at-a-time mode (see “Uni-Window vs. Multi-Window”
on page 83), these buttons are your sole means of getting around as you burrow
through your folders.

Tip: In both Internet Explorer and at the desktop, you can click the tiny down-pointing black triangle on the
Back or Forward button to see a drop-down menu of every Web page (or desktop window) you visited on
your way to your current position. Similarly, if you point to one of these buttons without clicking, a tooltip
indicates which Web site or folder you'll go to if you click.

#® My Documents

Figure 2-9;
- , Top: The three basic
o e e e gl toolbars that you can sum-
i ok - © - i || L seahaFoees (@B mon independently for any
i el e : 1 Y desktop window-and also
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here, to save additional
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* Up. This button, short for “up a level,” displays the contents of the folder that
contains the one you're examining. If you're looking at the contents of, say, the
Idaho folder, clicking this button would open the USA folder that contains it.

» Search. Opens the Search panel described on page 37. Keyboard shortcut: F3.
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* Folders. Hides or shows the master map of disks and folders at the left side of
the window, re-creating the two-panel Windows Explorer navigational display

described in the next chapter.

* Views. Opens a short menu listing the different window views: Tiles, Thumbnails,
Details, and so on. (In other words, it duplicates the View menu on the menu bar.)

For details on these views, see page 78.

These are just the buttons that Microsoft proposes. You're free to add any of several
other buttons to the toolbar or delete ones you never use. You can also change the
size of these buttons—a useful feature, considering that the factory settings provide
fairly porky icons with both pictures and text labels.

To begin the customizing process, right-click a blank spot on the toolbar. Choose
Customize from the shortcut menu to open the Customize Toolbar dialog box (Fig-

Window Toolbars

ure 2-10).
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To remove a button from the toolbar, click its name in the right pane and then

click Remove.

To move a button left or right on the toolbar, just drag its name up or down the
right-side list. (Ignore the Move Up and Move Down buttons; they’re for suckers

who don’t know about the dragging trick.)
To add a button to the toolbar, click it in the left pane and then click Add.

Here are some of the most useful buttons in the left-side list, for your toolbar-adding
consideration. Properties saves you a right-click whenever you want to examine
an icon’s Properties dialog box. Full Screen expands the window to fill the entire
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Window Toolbars monitor, in the process replacing all of the toolbars with a single, tiny-iconned
control strip at the very top of the screen). To recover from Full Screen view, click
the (shrunken) Full Screen icon a second time.

Finally, Folder Options opens the dialog box illustrated in Figure 2-8, saving you a

couple of menu clicks. This is a great button to have available if you find yourself
wanting to make the task pane (page 71) appear and disappear often.

.

To add a separator (a vertical divider line) between buttons, click Separator in the
left pane and then click Add. Use the Move Up and Move Down buttons at the
right of the dialog box to position it.

Each button’s text label generally appears to the right of its button instead of
underneath, thanks to the Text Options—“Selective text on right” setting. (As is
implied by the name, Windows doesn’t put a label next to every icon—just the
ones it likes.) If you prefer, you can choose “Show text labels” (which displays the
labels underneath the icon buttons), or for the maximum space savings, “No text
labels,” from this drop-down menu. (There’s no way to display only labels without
the pictures.)

+ To put the standard jumbo Windows XP toolbar buttons on a little diet, choose
Icon Options—“Small icons.”

- To return everything to its Windows XP factory settings, click Reset.

Click Close when you're finished customizing the Standard toolbar.

The Address Bar

In a Web browser, the Address bar is where you type the addresses of the Web sites
you want to visit. At the desktop, the Address bar obeys your commands in all kinds
of ways. Here’s what you can type there (pressing Enter afterward):

» A Web address. You can leave off the http:// portion. Just type the body of the
Web address, such as www.sony.com, into this strip. When you click Go or press
Enter, the icons in your desktop window are replaced by the actual Web page you
specified. Suddenly you're in Internet Explorer.

Tip: By pressing Ctrl+Enter, you can surround whatever you've just typed into the Address bar with
fittpy/fwavwe and .com. See Chapter 11 for even more typing shortcuts along these lines.

+ A search phrase. If you type some text into this strip that isn’t obviously a Web
address, Windows assumes that you're telling it, “Go online and search for this
phrase.” From here, it works exactly as though you've used the Internet search
feature described on page 49.

» A folder name. You can also type one of several important folder names into this
strip, such as My Computer, My Documents, My Music, and so on. When you click
Go or press Enter, that particular folder window opens.
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Tip: The litile down-arrow button at the right end of the Address bar is very useful, too. It offers a list of
the primary locations on your PC (My Computer, My Documents, your hard drives, and so on) for instant
location-jumping.

* A program or path name. In these regards, the Address bar works just like the Run
command described on page 33.

In each case, as soon as you begin to type, a drop-down list of recently visited Web
sites, files, or folders appears below the Address bar. Windows XP is trying to save you
some typing. If you see what you’re looking for, click it with the mouse, or press the
down arrow key to highlight the one you want and then press Enter.

Tip: You don't really need the little Go button; pressing Enter is much faster. If you agree, right-click the
Go button and then choose Go Button from the shortcut menu (so that the checkmark disappears), thus
removing it altogether.

The Links Toolbar

At first glance, you might assume that the purpose of this toolbar is to provide links
to your favorite Web sites. And sure enough, that’s what it’s for—when you’re using
Internet Explorer.

Although few realize it, you can drag any icon at all onto the toolbar—files, folders,
disks, programs, or whatever—to turn them into one-click buttons. In short, think
of the Links toolbar as a miniature Start menu for places and things you use most
often. You can see desktop folders and documents installed there, for example, in
Figure 2-9.

To add your own icons, just drag them from the desktop or any folder window di-
rectly onto the toolbar, at any time. Here are a few possibilities, just to get your juices
flowing;:

» Install toolbar icons of the three or four programs you use the most (or a few docu-
ments you work on every day). Sure, the Start menu can also serve this purpose,
but only the Links toolbar keeps their names in view.

* Install toolbar icons for shared folders on the network. This arrangement saves
several steps when you want to connect to them.

* Install toolbar icons of Web sites you visit often, so that you can jump directly to
them when you sit down in front of your PC each morning.

You can drag these links around on the toolbar to put them into a different order, or
remove a link by dragging it away—directly into the Recycle Bin, if you like. (They’re
only shortcuts; you're not actually deleting anything important.) To rename something
here—a good idea, since horizontal space in this location is so precious—right-click
it and choose Rename from the shortcut menu.
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Tip: When you're viewing a Web page, dragging a Web link from this toolbar directly into the Address bar
takes you to that particular Web page. But when you're viewing a folder window, dragging one of these

Web links to the Address bar creates—in whatever desktop window is open—an /nfernet shortcut file. When
double-dicked, this special document connects to the Internet and opens the specified Web page.

The Taskbar

The permanent blue stripe across the bottom of your screen is the taskbar, one of
the most prominent and important elements of the Windows interface (see Figure

2-11).
Figure 2-11:
= When you see nothing but
Il microscopic icons, point
. . = ithout clicking to view an
uick Launch Window buttons Notification /0L :
Q toiclbar gt identifying tooltip.

The taskbar has several segments, each dedicated to an important function. Its right
end, the notification area, contains little status icons that display the time, whether
or not you're online, whether or not your laptop’s plugged in, and so on. The main
portion of the taskbar, of course, helps you keep your open windows and programs
under control. You can even dress up your taskbar with additional little segments
called toolbars, as described in the following pages.

This section covers each of these features in turn.

The Notification Area

In Windows XP, Microsoft has chosen a new name for the area formerly known as
the tray (the group of tiny icons at the right end of the taskbar): the notification area.
(Why use one syllable when eight will do?)

The purpose is much the same: to give you quick access to little status indicators and
pop-up menus that control various functions of your PC. Many a software installer
inserts its own little icon into this area: fax software, virus software, palmtop syn-
chronization software, and so on.

INFREQUENTLY ASKED QUESTION

The Radio Toolbar

Didn't there usecto be apother toolbar—the radio toolbar?. — 1t's gene from Windews XP. When yotr're in the mood for

How am:
stations?

I 'supposed-to tune in my favorite Internet radio. a little classical music as you crunch numbers, use the new
Media Explorer bar panel instead {page 73}.
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Tip: To figure out what an icon represents, point to it without clicking so that a tooltip appears. To access the
controls that accompany it, try both left-clicking and right-clicking the tiny icon. Often, each dlick produces a
different pop-up menu filled with useful controls.

Despite the expansion of its name, you’ll probably discover that this area is much
smaller than it used to be. On a new PC, for example, you may find little more than
the current time.

Tip: By double-clicking the time display, you open the Date and Time Control Panel program. And if you
point to the time without clicking, a tooltip appears to tell you the day of the week and today’s date.

That’s because Microsoft’s XP anti-clutter campaign reached a fever pitch when it came
to this component of the operating system. The designers of Windows had noticed
that software companies large and small had been indiscriminately dumping little
icons into this area, sometimes for prestige more than utility.

Therefore, Microsoft laid down two policies concerning this critical piece of screen
real estate:

* Even Microsoft’s own usual junk—the speaker icon for volume control, the display
icon for changing screen resolution, the battery icon for laptops, and so on—is
absent on a fresh XP installation. If you want to add these controls to the notifica-
tion area, you must do it yourself, using the corresponding Control Panel programs
as described in Chapter 8.

+ Notification area icons that you don’t use often will be summarily hidden after a
couple of weeks. See Figure 2-12 for details.

The Taskbar

If you see a < button, Windows is telling you that it has hid- W
den some of your notification-area icons. Click this button to LB Control Panel
expand the notification area, bringing all of the hidden icons ;
into view (bottom).

' e Cmtml paniel

Figure 2-12: Click here

Window Buttons

Every time you open a window, whether at the desktop or in one of your programs,
the taskbar sprouts a button bearing that window’s name and icon. Buttons make it
easy to switch between open programs and windows: Just click one to bring its as-
sociated window into the foreground, even if it has been minimized.

The taskbar is the antidote for COWS (Cluttered Overlapping Window Syndrome).
In fact, if you work with a lot of windows, you'll run smack into one of the biggest
and most visible changes in Windows XP: taskbar button groups.
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The Taskbar In the old days, opening a lot of windows might produce the relatively useless display
- of truncated buttons, as illustrated in Figure 2-13. Not only are the buttons too nar-
row to read the names of the windows, but the buttons appear in chronological order,

not software-program order.

The new Windows taskbar does two things that no Windows taskbar has done before.
First, when conditions become crowded, it antomatically groups the names of open
windows into a single menu that sprouts from the corresponding program button,
as shown at bottom in Figure 2-13. Click the taskbar button bearing the program’s
name to produce a pop-up menu of the window names. Now you can jump directly
to the one you want.

T Tihn A e A S e e s e R
e — —— — - Top: The old taskbar wasn’t
much help in managing a
bunch of windows.
Middle: Nowadays, a crowded
S start SE % Damomtwoed -3 ooge - Maosfrie. | B 3wk - taskbar combines its buttons.
s Bottom left: Click one of these
| The Horiontaly button groups to see the list of
[ i Vertically windows it's concealing. Bot-
. T _ tom right: Right-click to operate
[ees MRS  on all windows at once.

Second, even when there is plenty of room, Windows XP aligns the buttons into
horizontal groups by program. So you’ll see all the Word-document buttons appear,
followed by all the Excel-document buttons, and so on.

NOSTALGIA CORNER

Turning Off Notification Area Aﬂto-—thmg

In general, the temporary removal of " cutame wotinicarions dialog box, turn off the “Hide inactive
i ] ;

gaﬂflcatl_on area cons you: hé\"en tused R ;.."“" icons” cheekboy; and click K.

in @ while is a neble ambition. Most

of the time, you fruly won't miss any

invisible icons, and their absence will

ekt amon, e choee s rkfiction ohax W |f that seems a little drastic, don't miss

- the Customize buiten just to-the right
et ool of that checkbox. Itopens a list of every
% Suiay Repave Hordwis l trayicon that would nofmally appear, if
: e Ml itweren'tfor Windows XP's efforts. Click
Still, you can tell Windows o leave your  Fi-Heivessmiimastsllll i1 ihe Behavior column to produce a
tray alone—fo leave every notification — SISl UL S pop-up menu for each item. Choose
area icon in full view all the time. To do the status you want for each individual
so, right-click a blank area of the taskbar; fromthe drop-down  trayicon; "Hide when inactive,” “Always hide,” and “Always
menu, choose Properties. At the bottom of the resulting  show.” Finally, click OK.

make the icons you do use stand out cj'gmm,m i 245

all the more.
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Despite these dramatic changes, most of the following time-honored basics still
apply: .

+ To bring a window to the foreground, making it the active window, click its button
on the taskbar. (If clicking a button doesn’t bring a window forward, it’s because
Windows has combined several open windows into a single button. Just click the
corresponding program’s button as though it’s a menu, and then choose the specific
window you want from the resulting list, as shown in Figure 2-13.)

» To hide an active window that’s before you on the screen, click its taskbar button—a
great feature that a lot of PC fans miss. (To hide a background window, click its
taskbar button twice: once to bring the window forward, again to hide it.)

» To minimize, maximize, restore, or close a window, even if you can’t see it on the
screen, right-click its button on the taskbar and choose the appropriate command
from the shortcut menu (Figure 2-13, bottom). It’s a real timesaver to close a
window without first bringing it into the foreground. (You can still right-click a
window’s name when it appears in one of the consolidated taskbar menus de-
scribed earlier.)

» To arrange all visible windows in an overlapping pattern as shown in Figure 2-14,
right-click a blank spot on the taskbar and choose Cascade Windows from the
shortcut menu.

+ To arrange all non-minimized windows in neat little boxes, each getting an equal
rectangular chunk of your screen, right-click a blank spot on the taskbar and choose
Tile Windows Vertically or Tile Windows Horizontally from the shortcut menu.

Figure 2-14;
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The Taskbar
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+ To minimize all the windows in one fell swoop, right-click a blank spot on the
taskbar and choose Show the Desktop from the shortcut menu—or just press the
Windows logo key+D.

Tipz\When the taskbar is crowded with buttons, it may not be easy to find a blank spot to dick. Usually there’s
a little gap near the right end. You can make it easier to find some blank space by enlarging the taskbar, as
described on the facing page.

« If you change your mind, the taskbar shortcut menu always includes an Undo
command for the last taskbar command you invoked. (Its wording changes to
reflect your most recent action—"“Undo Minimize All,” for example.)

» To close the windows from different programs all at once, Ctrl-click their taskbar
buttons to select them. Then right-click the last one you clicked, and choose Close
Group from the shortcut menu.

The Quick Launch Toolbar

At the left end of the taskbar—just to the right of the Start button—is a handful of
tiny, unlabeled icons. This is the Quick Launch toolbar, one of the most useful features
in Windows. See page 99 for details on this and other toolbars.

Customizing the Taskbar
You're not stuck with the taskbar exactly as it came from Microsoft. You can resize
it, move it, or hide it completely. Most people don’t bother, but it’s always good to
know what options you have.

Moving the taskbar
You can move the taskbar to the top of your monitor, or, if you're a true rebel, to
either side.

To do so, first ensure that the toolbar isn’t locked (which means that you can’t move
or resize the taskbar—or any of its toolbars, for that matter). Right-click a blank spot
on the taskbar to produce the taskbar shortcut menu. If “Lock the taskbar” is checked,
select it to make the checkmark disappear.

NOSTALGIA CORNER

Bringing Back the Old Taskbar

Thie new taskbar's tendency to consolidate the names of  the frontjust by dlicking its taskbar button. (You must actually
document windows into a single program button saves  choose from its'meny, which is'a ot mare effort)

o miake Windews XP display the taskbar the Way it Usedio,

Even so, it's netinconceivable that vou might preferthe old  * right-dlick an empty area of the taskbar and choose Proy

your ties from the shortcut menu. Turn off the “Group similar

documents, yoitno tonger can b mg atertain application te.  taskbar bittons” checkbox and then dick OK.
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