To make a toolbar appear or disappear, right-click a blank spot on the taskbar and Taskbar Toolbars
choose from the Toolbars shortcut menu (Figure 2-15). The ones with checkmarks
are visible now; select one to make the toolbar (and checkmark) disappear.

Quick Launch Toolbar

The Quick Launch toolbar, once you've made it appear, is fantastically useful. In fact,
in sheer convenience, it puts the Start menu to shame. It contains icons for functions
that Microsoft assumes you'll use most often. They include:

» Show Desktop, a one-click way to minimize (hide) all the windows on your screen
to make your desktop visible. Don’t forget about this button the next time you need
to burrow through some folders, put something in the Recycle Bin, or perform
some other activity in your desktop folders. Keyboard shortcut: Windows key-+D.

» Launch Internet Explorer Browser, for one-click access to the Web browser in-
cluded with Windows XP.

+ Windows Media Player, for one-click access to the music and movie player included
with Windows XP (see Chapter 7).

The buttons detailed above are only hints of this toolbar’s power, however. What makes
it great is how easy it is to add your own icons—particularly those you use frequently.
There’s no faster or easier way to open them (no matter what mass of cluttered windows
is on your screen), since the taskbar displays your favorite icons at all times.

Figure 2-15: SR
Top: Make toolbars appear e .E_‘ - i
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Taskbar Toolbars To add an icon to this toolbar, simply drag it there, as shown in Figure 2-16. To remove
an icon, just drag it off the toolbar—directly onto the Recycle Bin, if you like. (You're
not actually removing any software from your computer.) If you think you'll somehow

survive without using Windows Media Player each day, for example, remove it from
the Quick Launch toolbar.

Figure 2-16:

You can add almost any kind of icon (an ap-
plication, document file, disk, folder, Control
Panel, or whatever) to the Quick Launch
toolbar just by dragging it there (top); a thick
vertical bar shows you where it'll appear.

The only challenge is to find the folder that
houses the icon you want to add. If it’s an ap-
plication, see page 63 for hints on finding the
actual icon of the program in question.

oL start 3

Desktop Toolbar

The Desktop toolbar offers quick access to whichever icons are sitting on your desk-
top—Windows Media Player, Word, and so on. This toolbar also provides quick ac-
cess to icons that used to appear automatically on previous versions of Windows: My
computer, My Network Places, My Documents, Recycle Bin, and Internet Explorer.

When it first appears, the Desktop toolbar may take the form of a >> button at the
right end of the taskbar. The button is actually a pop-up menu that lists your desktop
stuff. This could be useful if your screen becomes filled with windows, thus obscur-
ing the desktop.

Address Toolbar, Links Toolbar
These toolbars are exactly the same as the window toolbars described on page 90—ex-
cept that they appear in the taskbar at all times, instead of in desktop windows.

Language Bar Toolbar

The floating Language bar, shown in Figure 2-17, automatically appears on your
computer’s desktop and in the Toolbars menu when you install either of two com-
ponents:

* Text services. That’s Microsoft’s catch-all phrase for certain text-related add-on
software programs: a second keyboard layout, handwriting recognition, speech
recognition, or an Input Method Editor (IME), which is a system that lets you
input for example, Asian language characters with a standard 101-key keyboard.

* Another language. As described in Appendix A, you can install multiple input lan-
guages on your computer and, using the Language bar, switch between them when

9 WINDOWS XP HOME EDITION: THE MISSING MANUAL

Lenovo EX-1006, Page 109
IPR2021-00822 (Lenovo Inc. v. LiTL LLC.)




the mood strikes. The language for the operating system doesn’t change—only Taskbar Toolbars |
what characters appear onscreen when you type.

The buttons and options available on the Language bar depend on which text services
you've installed and what application you're using. Microsoft Excel 2002 accepts speech
recognition, for example, but Notepad doesn’t.

Right-clicking the Language bar displays a shortcut menu where you can change its
settings (see Figure 2-17). The shortcut menu lets you minimize the Language bar
(Figure 2-17), make it transparent, shorten the bar by hiding its text labels, and so
on. Only two of these options aren’t self-explanatory:

+ Additional icons in taskbar. When you minimize the Language bar, the taskbar
shows only the icon for the language you're currently using (like EN for English,
as shown in Figure 2-17.) If you'd like to run the Language bar minimized with
all of the installed text-service icons at your disposal, turn on this option and then
minimize. Now you can click the text-service icons on the taskbar.

Settings. This option opens the Text Services and Input Languages dialog box,
shown in Figure 2-17. In this dialog box, you select the installed input language you
want to use when you boot up your computer, the text services that you prefer for
each installed input language, and the Advanced keystroke settings for switching
between input languages. For example, you can assign Left Alt+Shift+E to change
to English (United States).

Figure 2-17:

Top left: The floating Language bar.
Right-clicking this toolbar displays its
shortcut menu.

Toxt Services and lnputrl.anp,llngns g : TIER RiXx
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Bottomn Left: When you minimize the ] Englith (United State] ;
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you select Settings from the shortcut oo | o Koy S

menu. Here you can change the cur- S ;

rent input language, set hot keys for ]

language switching, and so on.

Redesigning Your Toolbars
To change the look of a toolbar, unlock the taskbar (using its shortcut menu), and
then right-click any blank spot within the toolbar. (If the taskbar isn’t unlocked, you
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Taskbar Toolbars

won’t see the toolbar’s shortcut menu. When you're finished making changes to the
toolbar, lock the taskbar again if you wish.)

Tip: How much horizontal taskbar space a toolbar consumes is up to you. Drag the perforated border at
the left edge of a toolbar to make it wider or narrower. That's a good point to remember if, in fact, you can't
find a blank spot to right-click.

The resulting shortcut menu offers these choices:
* View lets you change the size of the icons on the toolbar.

* Open Folder works only with the Quick Launch and Links toolbars (or toolbars
you've created yourself). It opens a window that lists what’s in the toolbar, so that
you can delete or rename the icons. (Of course, you can also delete or rename any
icon on these toolbars by right-clicking it and choosing Delete or Rename from
the shortcut menu. But the Open Folder command is a better bet when you're
performing more extensive surgery on the toolbar, since you're able to work in a
window that isn’t nearly as claustrophobic as the toolbar itself.)

* Show Text identifies each toolbar icon with a text label.

* Show Title makes the toolbar’s name (such as “Quick Launch” or “Desktop”) ap-
pear on the toolbar.

* Close Toolbar makes the toolbar disappear.

* Always on Top and Auto-Hide appear on a toolbar’s shortcut menu only when
youw've detached the toolbar, turning it into a floating palette as described in the
next section. They make any toolbar as flexible as the taskbar, at least when it comes
to hiding itself on cue.

If you turn on Always on Top, then document windows can’t cover up your toolbar.
And if you turn on Auto-Hide, a toolbar that you've attached to one edge of your
screen hides almost completely, until you point to it with your cursor.

FREQUENTLY ASKED QUESTION

The Not-So-Amazing Disappearing Toelbar

Hey, what's going on?lmade a custorm teolbar, and acti-
alfyspent quite afotof time on ft. And then, when I needed

1 mytaskbar, Hight-cicked it and chose Close
from the shoricul ment. :

Now L want it back Bubwhen ! right-click a blank ared on
 the taskbar and choose Toolbars, iny custom toalbar isn't
Jisted therel How do ¢ get it back?

Yol've discovered an unforiunate litlle’ quirk of custom

toolbars: they don't really exist, All yoli've dore IS add a
toldertistingto your taskbar, a5 fleeting as the moming deiw.

-If youl close.a clistern teolbar, i 1o longer appears of that

shortcut menu; it's gone forever.

The folder from which you created it however, is stilk harig-
ing around: To get the toolbar back, you nieed to create it
all-over again (a5 deseribed in this section)-hut atleast you
don't have to create its folder from scrafch.

WINDOWS XP HOME EDITION: THE MISSING MANUAL

Lenovo EX-1006, Page 111
IPR2021-00822 (Lenovo Inc. v. LiTL LLC.)



Moving toolbars

You don’t need to keep toolbars on the taskbar; you can move them to any spot on
the screen that you find handy, as shown in Figure 2-18. (The taskbar must first be
unlocked, as described on page 96.) To return the toolbar to its original location, drag
its title bar back onto the taskbar.

Taskbar Toolbars

Figure 2-18:

To park a toolbar in a different location, drag upward on
the “perforated” handle at the left edge (top). The result is a S, - “ie —
strange sort of floating toolbar (bottom); it's now an onscreen, K 2 s Fing.con [8 Googe
perpetually available launcher, (Use tooltips, or choose Show
Text from its shortcut menu, to identify the icons.) If you drag
the toolbar to an edge of the screen, it glues itself there like a
second taskbar.

(Gl googi
] Working Outine
2] shorteut bo My Pictwres (3 Notes to Sef

Creating toolbars

The Quick Launch area of the taskbar is such a delight that you may actually develop
a syndrome called Quick Launch Envy—you’ll find that having only one isn’t enough.
You might wish to create several different Quick Launch toolbars, each stocked with
the icons for a different project or person. One could contain icons for all the chapters
of a book you're writing; another could list only your games.

Fortunately, it’s easy to create as many different custom toolbars as you like, each of
which behaves exactly like the Quick Launch toolbar.

The short way

Windows XP creates toolbars from folders; so before creating a toolbar of your own,
you must create a folder (unless you already have a folder that’s filled with the stuff
you want to toolbarize).

Here’s the easiest way to turn a folder into a toolbar: Just drag the folder icon until your
cursor strikes the edge of your monitor (any edge except the one where the taskbar
is). When you let go, you'll see a brand-new toolbar whose buttons list the contents of
the folder you just dragged. From here, it behaves just like any other toolbar. You can
right-click it to make the icons smaller, you can drag it into the center of the screen
to make it a floating palette, and so on.
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Taskbar Toolbars

The fong way

The drag-and-drop method is new to Windows XP. The old way is still around, how-

ever, for people who bill by the hour.

To begin, right-click a blank spot on the taskbar. From the shortcut menu, choose
Toolbars—New Toolbar to open the New Toolbar dialog box, as shown in Figure 2-

19. Find and click the folder you want, and then click OK.

New "?’oc'_llaa_r

Choose a folder, or type an Internet address

@} Deskkap
SRS 1) Diaclments
=4 My Music
24 My Pictures
= fji My Computer
= i} My Metwork Places
2 Recycle Bin
27 Motes to Self

Folder: ' My Docurnents i

L__M_ake New Folder ] i oK i { Cancel E

Figure 2-19:

The major folders of your computer are displayed in the
New Toolbar dialog box. Click the + sign to expand a disk
or folder—and continue to expand disks and folders—until
you find the folder you're seeking. Or you can create a
new folder for your toolbar anywhere on the hard drive.

100

Your new toolbar is on the taskbar. Feel free to tailor it as described in the previous
discussions—by changing its icon sizes, hiding or showing the icon labels, or adding

new icons to it by dragging them from other desktop windows.

TROUBLESHOOTING MOMENT

The Disappearing Language Toolbar

Did you turn the Language bar off, and now ean't get it
back?

You've probably changed an imporant oplion (“Iurn olf
advaiiced text services") at the Control Panel level.

To checkthis option, chioose Start-=>Control Panel, and then
(i Classic view) cpeningthe Regional and Language Options
icon, Click the Languages tab, and then click Details, The Text
Services and input Langtiages dialog box appears.

On tie Settings tab, yeu |l probably see that the Langtage
Bar button is dimmed, preventing you frem trming o the

‘aingiiage bar and making cianges o it

To make the Languase bar available, dick the Advanced
fab. I the System Configuration section, it off “Turm off
advanced text services” and- then dick Applys You've just
tindone the damage.

Click the Settings tab and then the Lafigtage Bar bullon 1o
ensiire that the “Show the Lahguage bar on the deskiop®
checkbox s selected, and then dick QK. The Language
bar should once again appear'on your desktop and i the
Tooibars shortcut ment.
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CHAPTER

3

Organizing
Your Stuff

sented on your screen by an icon. To avoid spraying your screen with thou-
sands of overlapping icons seething like snakes in a pit, Windows organizes
icons into folders, puts those folders into other folders, and so on.

Every disk, folder, file, application, printer, and networked computer is repre-

This folder-in-a-folder-in-a-folder scheme works beautifully at reducing screen clut-
ter, but it means that you've got some hunting to do whenever you want to open a
particular icon.

Helping you navigate and manage your files, folders, and disks with less stress and
greater speed was one of the primary design goals of Windows—and of this chap-
ter.

Tip: To create a new folder to hold your icons, right-click where you want the folder to appear (on the
desktop, or in any desktop window except My Computer), and choose New—sFolder from the shortcut
menu. The new folder appears with its temporary “New Folder” name highlighted. Type a new name for
the folder and then press Enter.

UP TO SPEED

Directories vs. Folders

* Before Windows took over the universe, folders were called  r7es. Keep that in mind the next time you're reading an old
directories, and folders inside them were called subdirecta-  user guide, magazine article, or computer book.
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The Folders of Windows XP

The top-level, all-encompassing, mother-ship window of your PC is the My Computer
window. From within this window, you have access to every disk, folder, and file on
your computer. Its slogan might well be: “If it’s not in here, it’s not on your PC.”

The Folders of
Windows XP

To see it, choose Start—My Computer, or double-click its icon on the desktop, if
youw've put it there (page 22). (And if it is on your desktop, remember that you can
rename it something that’s a little more, well, dignified, by clicking it and then press-
ing the F2 key.)

No matter how you open the My Computer window (Figure 3-1), you generally see
several categories of icons:

e e _ _ Figure 3-1: )
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€ | D s | shown here on a corporate-
i, 2= network PC, is the starting point
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1 system Tasks e to do. It shows the disk drives of
0 vevoen @ o D ook o) your PfC. If you d(;&;blce,-cfcjc the
e ; icon of a removable-disk drive
8 ) Add o remove . . .
st o (like your CD-ROM drive, Zip
. 5 drive, or Jaz drive), you receive
vcsfhaccs (73 3vaFippy (a) 4.4 ovoprive (e only an error message unless )
G e there’s actually a disk in the drive.
I y Histveor Flacs:
5” i Bottom: The My Computer win-
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- focaloek perks included on a network com-
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* Hard Disk Drives, These icons, of course, represent your PC’s hard drive (or drives,
if you've installed or attached additional ones). Most people, most of the time, are
most concerned with the Local Disk (C:), which represents the internal hard drive
preinstalled in your computer. (You're welcome to rename this icon, by the way,
just as you would any icon.)

* Files on This Computer. This category appears only if your computer is a member
of a workgroup, not if it’s part of a domain network (see page 14). These folders,
which bear the names of people with accounts on that PC (Chapter 16), store links
to all files and preferences for each person.

+ Devices with Removable Storage. Here, Windows is talking about your floppy
drive, CD or DVD drive, Zip drive, USB flash drive, and so on.

Tip: Ordinarily, if your name is, say, Chris, you're not allowed to open the Frank's Documents folder; if you've
been given a Limited XP account (page 492), then double-clicking it produces only an error message. That's
the Windows XP security system at work.

But My Computer also contains a folder called Shared Documents. This folder is like the community bulletin
board, in that everybody who uses this PC s free to deposit things, take things out, and read whatever resides
there. See Chapter 18 for details.

« Scanners and Cameras. This is where you see the icons for any digital cameras or
scanners you've installed.

+ Other. You may also see a Control Panel icon here—if, for example, you added it
as directed on page 83.

What's in the Local Disk (C:) Window

You might be surprised to learn that your main hard drive window doesn’t actually
contain anything much that’s useful to you, the PC’s human companion. It’s organized
primarily for Windows’ own benefit.

If you double-click the Local Disk C: icon in My Computer—that is, your primary
hard drive’s icon—a direly worded message lets you know that these files are hidden.
“This folder contains files that keep your system working properly,” it says. “You should
not modify its contents.” (Figure 3-2 shows a similar message.)

All of this important-sounding prose is aimed at the kind of person who, before the
invention of this warning message, fearlessly or naively cruised through the important
system files of their PCs, deleting and moving files until the computer was inoperable
(and then calling Microsoft for tech support).

Truth is, the C: drive also contains a lot of stuff that doesn’t belong to Windows—in-
cluding your files. So when you're just looking (but not touching) the Windows sys-
tem files, or when you want to burrow around in your own folders, it’s perfectly OK
to click the “Show the contents of this folder” link. Suddenly the C: drive’s formerly
invisible contents appear. They include these standard folders:
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The Folders of Documents and Settings
Windows XP Windows XP has been designed from the ground up for computer sharing. It’s ideal

for any situation where different family members, students, or workers share the
same machine.

In fact, in Windows XP, each person who uses the computer will turn on the machine
to find his own secure set of files, folders, desktop pictures, Web bookmarks, font col-
lections, and preference settings. (Secure, at least, from other people who don’t have
administrative accounts. Much more about this feature in Chapter 16.)

Like it or not, Windows considers you one of these people. If you're the only one
who uses this PC, fine—you can simply ignore the sharing features. But in its little
software head, Windows XP still considers you an account holder, and stands ready
to accommodate any others who should come along.

In any case, now you should see the importance of the Documents and Settings folder.
Inside are folders named for the different people who use this PC. In general, Limited
account holders (page 492) aren’t allowed to open anybody else’s folder.

If you're the sole proprietor of the machine, there’s only one account folder here—and
it’s named for you, of course. If not, there’s a folder here for each person who has
an account on this PC. (As noted above, if your PC isn’t part of a corporate domain
network, icons for these folders also appear in the My Computer window. Those are
only pointers to the real folders, which are here in Documents and Settings.)

This is only the first of many examples in which Windows imposes a fairly rigid folder
structure, but this approach has its advantages. By keeping such tight control over
which files go where, Windows XP keeps itself pure—and very stable. Furthermore,
keeping all of your stuff in a single folder will make it very easy to back up your
work.

Program Files

This folder contains all of your applications—Word, Excel, Internet Explorer, your
games, and so on. But that isn’t the impression you get when you first open the folder
(Figure 3-2).

Fortunately, making them appear on your screen is easy enough: Simply click the
words “Show the contents of this folder.” They appear just below the “These files
are hidden” message, and also in the task pane. (The Local Disk (C:) drive window
works the same way.)

This peculiar behavior requires some explanation. A Windows program isn’t a single,
self-contained icon. Instead, each is accompanied by a phalanx of support files and
folders like the ones shown in Figure 3-2. Nestled among all of these auxiliary files
is the actual application icon, which can’t even run if it’s separated from its support
group.

As mentioned previously, Microsoft and other software companies grew weary of
taking tech-support calls from people whose programs stopped working after being
moved around. Finally, as a preemptive strike, Microsoft simply made them invis-
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ible. The “These files are hidden” message is meant to say: “Nothing to see here, folks.
Move along.”

So how are you supposed to launch your programs if you can’t see them in the Pro-
gram Files folder? Just take your pick of a half-dozen ways, all of which are described
in the beginning of Chapter 5.

The Folders of
Windows XP

Figure 3-2: ;
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Here’s another folder that Microsoft wishes its customers would simply ignore. This
most hallowed folder contains Windows itself, the thousands of little files that make
Windows, well, Windows. Most of these folders and files have cryptic names that
appeal to cryptic people.

Note: This folder is usually called Windows; however, it's called WINNT if you upgraded your operating
system from Windows 2000. In the remaining pages of this book, let the term “Windows folder” refer to
“the folder called Windows or WINNT, depending on whether or not you upgraded your machine from
Windows 2000.”
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The Folders of In general, the healthiest PC is one whose Windows folder has been left alone. (One
Windows XP exception: The Fonts folder contains the icons that represent the various typefaces
installed on your machine. You're free to add or remove icons from this folder.)

Your Account Folder

Everything that makes your Windows XP experience your own sits inside the Local
Disk (C:)—Documents and Settings— [ Your Name] folder. This is where Windows
stores your preferences, documents, pictures and music, Web favorites and cookies
(described below), and so on.

In general, you won’t have much business interacting directly with this folder, except
perhaps to back it up. But understanding how Windows works—and how it keeps
your stuff separate from that of everybody else who uses the machine—is much easier
once you've had a tour of your own account folder.

» Cookies. A cookie is a small (and controversial) preference file that some Web sites
deposit on your hard drive. This special file is how sites recognize you when you
visit them again. A cookie is responsible for the “Hello, [Your Name]!” message
that greets you when visiting Amazon.com, for example. Windows keeps them in
this folder.

Desktop. When you drag an icon out of a folder or disk window and onto your
Windows XP desktop, it may appear to show up on the desktop. But that’s just an
optical illusion—a visual convenience. In truth, nothing in Windows XP is ever
really on the desktop; it’s just in this Desktop folder, and mirrored on the desktop
area.

Remember that everyone who shares your machine will, upon logging on (Chapter
16), see his own stuff sitting out on the desktop. Now you know how Windows XP
does it: There’s a separate Desktop folder in every person’s account folder.

You can entertain yourself for hours trying to prove this. If you drag something
out of your Desktop folder, it also disappears from the actual desktop. And vice
versa.

Favorites. See page 582 for a definition of favorites. For now, it’s enough to note
that this folder stores shortcuts of the files, folders, and other items you designated
as favorites. This information can be handy if you want to delete a bunch of your
favorites all at once, rename them, and so on.

Tip: This folder may also contain a Links folder, It's the folder representation of the Links toolbar described
on page 87.

* My Documents. Windows XP makes it look like you're setting up your nest (your
documents, photos, music files, and so on) in the My Documents folder—the one
that opens when you choose Start—My Documents. And whenever you save a
new document (when you're working in Word, for example), the Save dialog box
proposes storing the new file in this folder.
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Amazon.com
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Behind the scenes, however, My Documents is actually just one of several folders The Folders of
in your own account folder. It’s a good idea to back this one up periodically. Windows XP
+ Start menu. This folder is the true home for the icons whose names appear in your

Start menu. By renaming, deleting, or adding to the contents of this folder, you

can quickly and easily reorganize your Start menu.

Your account folder actually holds much more than this, but the rest of the folders
are hidden, reserved for use by Windows itself. The hidden folders include: Applica-
tion Data (which your programs may use to store user-specific settings and files),
Local Settings (Internet Explorer’s history list and cache file, for example), NetHood
(shortcuts for the icons in your My Network Places window), My Recent Documents
(document shortcuts, the ones that show up in the optional My Recent Documents
submenu of the Start menu), and SendTo, which is described later in this chapter.

Navigating My Computer

Most of the time, you can get where you’re going on your computer using the com-
mands, programs, and folders listed in the Start menu. But when you need to find
something that isn’t listed there—when you need to burrow manually through the
labyrinth of folders on the machine—Windows offers two key methods of undertak-
ing a folder quest.

First, you can open the My Computer window, as described at the beginning of this
chapter. From there, you double-click one folder after another, burrowing ever deeper
into the folders-within-folders.

NOSTALGIA CORNER

Turning Off Simple Folder View

When it set about creating Windows XP, Microsoft left no
stone unturned in its reevaluation of every existing Windows
feature—and Windows Explorer, described on the following
pages, i5 no exception.

You may have noticed, for example, that vertical dotted
lines no longer indicate how deeply you've burrowed in
your “tree” of folders within folders, as shown at left in
Figure 3-3.

There's an even more important change, too. When you
click a folder icon (not its + button) on the left side of an
Explorer window, Windows expands thatfolder’s listing and
instantly closes whichever folder you previously expanded.
In other words, it's much harder to get lost in the navigation
of your folder tree by expanding the listings of too many
folders within folders.

But if you really want to open two different “branches”
(subfolders) of your folder tree simultaneously—to compare
the contents of two folders simultaneouisly, for example~the
process Is easy enaugh: Just click the little + symbols beside
folder names instead of clicking the folder names themselves.
When you click the + buttons, Explorer works exactly as it
did in previous versions, leaving open the listings for the
subfolders you've already.opened.

That still doesn’t bring back the dofted lines, however. [fyou
really prefer the old Explorer in all regards, choose Tools—»
Folder Options—View Tabiin any open folder window. Turn
off “Displaysimple folder viewin Explorer's Folders list,“ and
click OK. Now Explorer looks exactly as it did in previous
Windows versions.
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Tip: As you navigate your folders, keep in mind the power of the Backspace key. Each time you press it, you
jump to the parent window of the one you're now looking at—the one that contains the previous folder. For
example, if you're perusing the My Pictures folder inside My Documents, pressing Backspace opens the My
Documents window. (Backspace also works in most Web browsers, functioning as the Back button.)

Likewise, the Alt key, pressed with the right and left arrow keys, serves as a Back and Forward button. Use
this powerful shortcut (instead of clicking the corresponding buttons on the Standard toolbar) to “walk”
backward or forward through the list of windows most recently opened.

Navigating with Windows Explorer

The second method of navigating the folders on your PC is called Windows Ex-
plorer—for long-time Windows veterans, a familiar sight. (Note that some people
use the term “Windows Explorer” to refer to everyday folder windows. In this book,
the term refers exclusively to the split-window view shown in Figure 3-3.)

Using this method, you work in a single window that shows every folder on the
machine at once. As a result, you're less likely to lose your bearings using Windows
Explorer than burrowing through folder after folder, as described above.

You can jump into Explorer view using any of these methods:
» Shift-double-click any disk or folder icon.

» Right-click a disk or folder icon (even if it’s in the Start menu) and choose Explore
from the shortcut menu.

» Click Folders on the Standard toolbar.

» Choose View—Explorer Bar—Folders.

+ Choose Start—All Programs—Accessories—Windows Explorer.
+ Choose Start—Run, type explorer, and then press Enter.

No matter which method you use, the result is a window like the one shown in Figure
3-3.

As you can see, this hierarchical display splits the window into two panes. The left
pane displays only disks and folders. The right pane displays the contents (folders
and files) of any disk or folder you click. You can manipulate the icons on either side
much as you would any other icons. For example, double-click one to open it, drag it
to the Recycle Bin to delete it, or drag it into another folder in the folder list to move
it elsewhere on your machine.

This arrangement makes it very easy to move files and folders around on your hard
drive. First, make the right pane display the icon you want to move. Then, set up the
left pane so that you can see the destination folder or disk—and drag the right-side
icon from one side to the other.
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When the panel is too narrow

As shown in Figure 3-3, expanding a folder provides a new indented list of folders
inside it. If you expand folders within folders to a sufficient level, the indentation may
push the folder names so far to the right that you can’t read them. You can remedy
this problem with any of the following actions:

« Adjust the relative sizes of the window halves by dragging the vertical bar between
them.

* Position your mouse pointer over a folder whose name is being chopped off. A
tooltip balloon appears to display the full name of the folder.

* Use the horizontal scroll bar at the bottom of the left pane to shift the contents.

The Folders of
Windows XP

Figure 3-3:
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you click a disk or folder in
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Viewing folder contents

To see what’s in one of the disks or folders listed at the left side of the Explorer win-
dow, you can use any of these techniques. (See the box on page 107 for details on
simple folder view.)

« With simple folder view turned on: In the left pane, click the icon, name, or + button
of a disk or folder. The branch of your folder tree expands in the left pane, while

the right pane displays its contents.
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The Folders of « With simple folder view turned off: In the left pane, click a folder or disk; the contents
Windows XP appear in the right pane. To expand the listing for a disk or folder, double-click its
name, double-click its icon, or single-click the + button beside it.

» Right-click a folder in the left pane and select Open from the shortcut menu. A
new window opens, displaying the contents of the folder you clicked. (To open
a program or document appearing in either side of the window, double-click it as
usual.)

The right-side pane of the Explorer window behaves exactly like any folder window.
Don’t forget that you can change it to an icon view or list view, for example, using
the View menu as usual.

Keyboard shortcuts

If you arrive home one day to discover that your mouse has been stolen, or if you
just like using the keyboard, you'll enjoy the shortcuts that work in the Windows
Explorer window:

|eft arrow Collapses the highlighted folder, or if it's already collapsed, highlights
its “parent” folder. (The + key on your numeric keypad does the same
thing.)

right arrow Expands a highlighted folder, or if it's already expanded, highlights
the first folder inside it. (The - key on your numeric keypad does the
same thing.)

* (on number pad) Displays all of the selected folder's subfolders.

F6 or Tab Highlights the other half of the window.

Alt+left arrow Highlights whichever folder you last highlighted.

Backspace Highlights the “parent” disk or folder of whatever is highlighted.

Ctrl+Z Undoes whatever you just did in this Explorer window.

Home, End Highlights first or last icon in the folder list.

ABC.. Highlights the first visible file or folder in the left-pane hierarchy that

matches the letter you typed. Type the same letter again to highlight
the next matching icon.

You can also press the letter keys to highlight a folder or file that begins with that
letter, or the up and down arrow keys to “walk” up and down the list.

Life with Icons

Both of the navigational schemes described so far in this chapter have only one goal
in life: to help you manage your icons. You could spend your entire workday just
mastering the techniques of naming, copying, moving, and deleting these icons—and
plenty of people do.

Here’s the crash course.

110 WINDOWS XP HOME EDITION: THE MISSING MANUAL

Lenovo EX-1006, Page 123
IPR2021-00822 (Lenovo Inc. v. LiTL LLC.)



Renaming Your Icons
To rename a file, folder, printer, or disk icon, you need to open up its renaming rect-
angle. You can do so with any of the following methods:

* Highlight the icon and then press the F2 key at the top of your keyboard.
+ Click carefully, just once, on a previously highlighted icon’s name.

* Right-click the icon and choose Rename from the shortcut menu.

Tip: You can even rename your hard drive, so that you don't go your entire career with a drive named
“Local Disk.” Just rename its icon (in the My Computer window) as you would any other. You're not al-
lowed to rename important system folders like Documents and Settings, Recycle Bin, Windows, WINNT,
and System32, however,

In any case, once the renaming rectangle has appeared around the current name,
simply type the new name you want, and then press Enter. Feel free to use all the
standard text-editing tricks while you’re typing: Press Backspace to fix a typo, press |
the left and right arrow keys to position the insertion point, and so on. When you're

POWER USERS’ CLINIC

Long Names and DOS Names

Windows XP permits long filenames, but DOS~the
ancient operating system that used to lurk beneath Win-
dows—doesn't.

Ifyou then name a file /etter te dad:doc it appears in DOS
as fetter~2.doc, and so on,

This naming convention only becomes important if you
work in DOS, oryou exchange files with someone who uses
Windows 3.1 or DOS.

PC pros refer to the folder DOS naming system as the “eight
dot three” system, because the actual name of the folder or
file can't be any longer than eight characters, and it requires
a file suffix that's up to three letters long. To accommodate
DOS rules, Windows XP creates an 8.3 version of every long
filename. As a result, every file onyour computer actually has

Even when working in DOS, however, you can still use the
long filenames of Windows XP if you wish: The trick is to
enclose the names in quotation marks. For example, if you

two different names—a long one and a short one,

Every nowand then, you'll run up against DOS filename limi-
tations. For example, this quirk explains why the actual name
of anapplication is a cryptic, shortened form of its full name
(WINWORD instead of Microsoft Word, for example).

Windows creates the shortened version by inserting the tilde
character (~), followed by sequential numbers, after the
sixth character of the filename—plus the original extension.
For example, the My Documents folder shows up as My
Docu~1 when you view it in a DOS window. If you name
a file fetter to mom.doc, it appears in DOS as fetter~ 1.doc.

wantto see what's in the My Documents folder, type cd| “my.
documents” (cd is the command to change folders). (You
also need quotation marks if there's a space in the file or
folder's name.)

To capy, delete, or rename files from the DOS command
line, just use the same trick. (Renaming files is usually much
easier in DOS than in Windows because you can change
batches of files at onice.) When you enter the dir command,
you see both the DOS filename and the long filename, thus
making it easy touse either the 8.3 or long filename (using
quotes, of course).
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- Life with Icons finished editing the name, press Enter to make it stick. (If another icon in the folder
‘ has the same name, Windows beeps and makes you choose another name.)

A folder or file name can be up to 255 characters long, including spaces and the file-

name extension (the three-letter suffix that identifies the file type). Because they’re

reserved for behind-the-scenes use, Windows doesn’t let you use any of these symbols
in a folder or filename: \ / : ¥ 2% <> |

‘ Tip: If you highlight a bunch of icons at once and then open the renaming rectangle for any one of them,
you wind up renaming alf of them. For example, if you've highlighted folders called Cats, Dogs, and Fish,
renaming one of them Animals changes the original names to Animals (1), Animals (2), and Animals (3).

If this new Windows XP feature hits you unexpectedly, press Ctrl+Z repeatedly until you've restored all the
original names. {On the other hand, if you wish you had even more mass-renaming power (the ability to
add a certain prefix to every file, for example, or even to search-and-replace text within the files’ names), use
Better File Name, a piece of shareware listed on the “Missing CD" page at www.missingmanuals.com.

If you like, you can give more than one file or folder the same name, as long as they’re
not in the same folder. For example, you can have as many files named “Letter to
Smith” as you wish, as long as each is in a different folder.

" Nofe: Windows XP comes faciory set not to show you filename extensions. That's why you sometimes might
think you see two different files called, say, Quarterly Sales, both in the same folder.

The explanation is that one filename may end with .doc (a Word document), and the other may end with
xls (an Excel document). But because these suffixes are hidden (page 112), the files look like they have
exactly the same name.

Icon Properties
As every Windows veteran knows, properties are a big deal in Windows. Properties

are preference settings that you can change independently for every icon on your
machine.

To view the Properties dialog box for an icon, choose from these techniques:
« Right-click the icon; choose Properties from the shortcut menu.
* While pressing Alt, double-click the icon.
« Highlight the icon; press Alt+Enter.
These settings aren’t the same for every kind of icon, however. Here’s what you can

expect when opening the Properties dialog boxes of various icons (see Figure 3-4).

My Computer
This Properties dialog box is packed with useful information about your machine.
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* The General tab tells you what kind of processor is inside, how much memory
(RAM) your PC has, and what version of Windows you've got.

¢ The Hardware tab (shown in Figure 3-4) includes a link to the Device Manager,
which breaks down your equipment even more specifically—it provides the manu-

facturer and model name of each component on your machine (modem, monitor,
mouse, and 5o on).
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The Computer Name tab is where you set up your computer’s name, as it will
appear to other people on an office network.

The Advanced tab offers buttons that serve as rabbit holes into ever more technical
dialog boxes. They include Performance (see the box on page 114), User Profiles
(see page 490), and Startup and Recovery (advanced controls related to dual-boot-
ing [page 561] and what happens when the system crashes).

Tip: One button on the Advanced tab is actually not advanced at all-the Error Reporting button. You may
have noticed that whenever a program crashes, freezes, or abruptly quits, Windows XP offers to email a report
of the event to Microsoft for the benefit of its debugging teams. Using the Error Reporting dialog box, you can
turn off this frequent attempt to contact the mother ship—or limit the attempts to certain programs.

* See page 451 for details on the System Restore tab, page 325 for information on
Automatic Updates, and page 135 for details on the Remote tab.
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Disks
m In a disk’s Properties dialog box, you can see all kinds of information about the disk

itself:

+ General. This tab shows you the disk’s name (which you can change), its capacity
(which you can’t change), and how much of it is full.

* Tools. Offers quick access to disk tools like ScanDisk and Defrag (Chapter 15).

» Hardware. Lists the individual drives—hard drives, CD drives, and so on—con-
nected to your machine, complete with troubleshooting and Properties buttons.

+ Sharing. Controls who can access the disk, in person or by network (Chapter
18).

* Quota. If different people use this PC, each with a different account, you can limit
the amount of disk space each person is allowed to use. Details await on page
496.

GEM IN THE ROUGH
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Data files
The Properties for a plain old document depend on what kind of document it is. You

always see a General tab, but other tabs may also appear (especially for Microsoft
Office files).

* General. This screen offers all the obvious information about the document—lo-
cation, size, modification date, the program that opens the document (which
you can change with a click of the Change button), and so on—along with a few
interesting-looking checkboxes. For example, the read-only checkbox locks the
document. In the read-only state, you can open the document and read it, but you
can’t make any changes to it.

Note: If you make a folder read-only, it affects only the files already inside. If you add additional files later,
they remain editable.

Hidden turns the icon invisible. (It’s a great way to prevent something from being
deleted. Of course, because the icon becomes invisible, you may find it a bit dif-
ficult to open it yourself, unless you've turned off “Do not show hidden files and
folders” in the Folder Options dialog box, as described on page 80.)

The Advanced button offers a few additional options. File is ready for archiving
means, “Back me up.” This message is intended for the Backup program described
in Chapter 15, and indicates that this document has been changed since the last
time it was backed up (or that it’s never been backed up). For fast searching, allow
Indexing Service to index this file lets you indicate that this file should, or should
not, be part of the quick-search database created by Indexing Service (described
on page 47). Finally, Compress contents to save disk space is described later in
this chapter.

Security. The Security tab shows who's allowed to open this file or folder and how
much freedom they have to mess with its contents (Chapter 18). You can use this
tab to delete or add groups, users, or permission,

Custom. As explained below, the Properties window of Office documents includes
a Summary tab that lets you look up a document’s word count, author, revision
number, and many other statistics. But you should by no means feel limited to
these 21 properties—nor to Office documents.

Using the Custom tab, you can create properties of your own—Working Title, Panic
Level, Privacy Quotient, or whatever you like. Just type the property name into the
Name text box (or choose one of the canned options in the Type drop-down menu)
and then click Add. You can then fill in the Value text box for the individual file
in question (so that its Panic Level is Red Alert, for example). Especially technical
people can later use Indexing Service (see page 47) to perform query-language
searches for these values.
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+ The Summary tab tells you how many words, lines, and paragraphs are in a par-
ticular Word document. For a graphics document, the Summary tab indicates the

graphic’s dimensions, resolution, and color settings.

Folders

The Properties boxes for folders reveal the same checkbox options as found for data
files. But now there’s a separate tab called Sharing, which makes the folder susceptible
to invasion by other people—either in person, when they log into this machine, or
from across your office network (see Chapters 16 and 18).

Program files

There’s not much here that you can change yourself, but you certainly get a lot to look
at. For starters, there are the General, Security, and Summary tabs described earlier.

But wait—that’s not all:

* Version. This tab offers a considerable wealth of detail about the program’s version
number, corporate parent, language, and so on.

+ Compatibility. There may come a day when you’re more grateful for this tab than
just about any other new Windows XP feature. The idea is to provide you with a

| Leam more about piogiam compatibiity,

JEZZBALL Properties

| General| Compatibifty | Security | Summary|

1f you have problems with this program and it worked comectly on
an eatlier version of Windows, select the compatibility mode that
matches that eatlier version.

Eampatibifty mode

Ffindows 35 v

Windows 98 / Windows Me
DWindows NT 4.0 (Service Pack 5]
Windows 2000

L_THUA I 256 colors

1 Run in 640 « 480 screen resolution !

["] Disable visual themes

Input settings

7] Tum off advanced text services for this program

T oot 1L tem ]

Lok

Figure 3-5:

By turning on “Run this program in compatibility mode for”
and choosing the name of a previous version of Windows
from the drop-down list, you can fool that program into
thinking that it's running on Windows 95, Windows Me,
Windows NT, or whatever. While you're at it, you can also
specify that this program switch your screen to certain sef-
tings required by older games—256 colors,

640 x 480 pixel resolution, and so on—or without

the new Windows XP look (turn on “Disable visual
themes”).
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way out of an uncomfortable situation. An example might be when you try to run
a pre-2002 program on Windows XP, and (because it’s never heard of Windows
XP) it doesn’t work right, or doesn’t work at all. Figure 3-5 illustrates the magic
in action.

Shortcuts

You can read about these useful controls later in this chapter.

Changing Your Icons’ Icons

You can change the inch-tall illustrations that represent the little icons replete in your
electronic world. You can’t, however, pick a single method to do so, because Microsoft
has divided up the controls among three different locations.

For example, one approach is to change the icon used by all files of a certain type. If
you're French, for example, you might want to change the big W on a Word document
to a big M (for Mot). Instructions appear on page 168.

You can also change the icon for some of the important Windows desktop icons: the
Recycle Bin, My Documents, and so on. Open the Display program in the Control
Panel (see Chapter 8), click the Desktop tab, then click Customize Desktop. You'll see a
sliding collection of those important Windows icons. Click one, and then click Change
Icon to choose a replacement from a collection Microsoft provides. (You haven’t lived
until you've made your Recycle Bin look like a green, growing tree.)

Finally, if you're sneaky, you can replace the icons for individual folder and shortcut
icons on your PC. Here’s how:

1. Right-click the folder or shortcut whose icon you want to change. From the
shortcut menu, choose Properties.

The Properties dialog box appears.

2. Click the Customize tab (for a folder) or the Shortcut tab (for a shortcut). At the
bottom of the dialog box, click the Change Icon button.

Yet another dialog box, filled with prefab replacement icons, appears. If you see
one that suits your fancy, click it; otherwise, continue.

3. Click Browse.

Windows XP now lets you hunt for icons on your hard drive. These can be icons
that you've downloaded from the Internet, icons embedded inside program files
and .dll files, or icons that you've made yourself using a freeware or shareware
icon-making program like AX-Icons (available at www.missingmanuals.com,
among other places).

4, Click OK twice.

You should see your new replacement icon happily in place.
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Copying and Moving Folders and Files

Windows XP offers two different techniques for moving files and folders from one
place to another: dragging them, and using the Copy and Paste commands.

Whichever method you choose, you must start by showing Windows which icons you
want to copy or move—by highlighting them.

Highlighting lcons
To highlight (that is, select) one icon, just click it once. Or, to highlight multiple files
in preparation for moving, copying, or deleting, use one of these techniques:

+ To highlight all the icons in a window, press Ctrl+A (the keyboard equivalent of
the Edit—Select All command).

+ To highlight several consecutive icons, start with your cursor above and to one
side of them, then drag diagonally. As you drag, you create a temporary dotted-line
rectangle. Any icon that falls inside darkens to indicate that it’s been selected.

Alternatively, click the first icon you want to highlight, and Shift-click the last file.
All the files in between are selected, along with the two icons you clicked. (These
techniques work in any folder view: Details, Thumbnails, or whatever.)

+ To highlight only specific icons, like the first, third, and seventh icons in the list,
start by clicking icon No. 1. Then Ctrl-click each of the others. (If you Ctrl-click
a selected icon again, you deselect it. A good time to use this trick is when you
highlight an icon by accident.)

Tip: The Cirl key trick is espedially handy if you want to select afmost all the icons in a window. Press Ctrl+A
to select everything in the folder, then Ctrl-click any unwanted subfolders to deselect them.

Copying by Dragging lcons

Asyou know, you can drag icons from one folder to another, from one drive to another,
from a drive to a folder on another drive, and so on. (When you've selected several
icons, drag any one of them and the others will go along for the ride.)

Here’s what happens when you drag icons using the left mouse button:
* Dragging to another folder on the same disk moves the folder or file.
« Dragging from one disk to another copies the folder or file.

- Pressing the Ctrl key while dragging to another folder on the same disk copies the
icon. (If you do so within a single window, Windows creates a duplicate of the file
called “Copy of [filename].”)

« Pressing Shift while dragging from one disk to another moves the folder or file
(without leaving a copy behind).

+ Pressing Alt while dragging an icon creates a shortcut of it.
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The right-mouse-button trick

Think you'll remember all of those possibilities every time you drag an icon? Probably

not. Fortunately, you never have to. One of the most important tricks you can learn
is to use the right mouse button as you drag. When you release the button, the menu
shown in Figure 3-6 appears, so that you can either copy or move the icons.

Tip: Press Esc to cancel a dragging operation at any time.

Copying & Moving
Folders and Files

Figure 3-6:

Thanks to this shortcut menu, right-dragging icons
is much easier and safer than left-dragging when
you want to move or copy something.

O search

Working

Outline

A
wrteut ko
fish (1)

Move Here

Create Shortcuts Here

Cancel

Dragging icons in Windows Explorer

‘You may find it easier to copy or move icons in Windows Explorer, since the two-pane
display format makes it easier to see where your files are and where they’re going.

Here’s how to do it:

1. Make the destination folder visible by clicking the + buttons next to your folder
names, expanding your folder “tree” as necessary.

For example, to copy an icon into a certain folder, click the Local Disk (C:) icon
to see its list of folders. If the destination is a folder within that folder, expand its

parent folder as necessary.

2. In the left pane, click the disk or folder that contains the icon you want.

Its contents appear in the right pane.

3. Locate the icon you want to move in the right pane, and drag it to the appropriate

folder in the left pane (see Figure 3-7).

Windows copies the icon.

Copying by Using Copy and Paste

Dragging icons to copy or move them feels good because it’s so direct. You actually see
your arrow cursor pushing the icons into the new location. But you also pay a price
for this satisfying illusion. That is, you may have to spend a moment fiddling with
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Copying & Moving
Folders and Files

your windows, or clicking in the Explorer hierarchy, so that you have a clear “line of
drag” between the icon to be moved and the destination folder.

Fortunately, there’s a better way: You can use the Cut, Copy, and Paste commands to
move icons from one window into another. The routine goes like this:

1. Highlight the icon or icons you want to move or copy.

You can use any of the tricks described on page 118.

2. Right-click one of the icons. Choose Cut or Copy from the shortcut menu.

Alternatively, you can choose Edit—Cut or Edit—Copy, using the menu bar at the
top of the window. (Eventually, you may want to learn the keyboard shortcuts for
these commands: Ctrl+C for Copy, Ctrl+X for Cut.)

The Cut command makes the highlighted icons show up dimmed; you've now
stashed them on the invisible Windows Clipboard. (They don’t actually disappear
from their original nesting place until you paste them somewhere else.)

The Copy command also places copies of the files on the Clipboard, but doesn’t
disturb the originals.

. Right-click the window, folder icon, or disk icon where you want to put the icons.

Choose Paste from the shortcut menu.

Once again, you may prefer to use the appropriate menu bar option—Edit—Paste,
Keyboard equivalent: Ctrl+V. Either way, you've successfully transferred the icons.
If you pasted into an open window, you'll see the icons appear there. If you pasted
onto a closed folder or disk icon, you need to open the icon’s window to see the
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i Fle Edt view Favortes Tools Help g

QObeack = &2

Faife:s : i v Original drafts

=1 1.2} Documents and Settings A } ‘;"‘L‘j{t'-'ﬂ
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H (% Anita Braue | o ™ Fish recipes
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@ ¢ Favorites
= & My Documents
=08 o
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Figure 3-7:

The file Working Outline, located
in the Notes to Self folder on the
desktop, is being dragged to the
folder named The Great Estonian
Novel (in the My Documents
folder). As the cursor passes each
folder in the left pane, the folder’s
name darkens to show that it's
ready to receive the drag-and-
dropped goodies. Let go of the
mouse button when it’s pointing to
the correct folder or disk.
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results. And if you pasted right back into the same window, you get a duplicate of
the file called “Copy of [filename].”

Copying & Moving
Folders and Files

The Recycle Bin

The Recycle Bin is your desktop trash basket. This is where files and folders go when
they’ve outlived their usefulness, like a waiting room for data oblivion. Your files stay
here until you empty the Recycle Bin—or until you rescue them by dragging them
out again.

POWER USERS’ CLINIC

Secrets of the Send To Command

If you find yourself copying or moving certain icons ta certain
folders or disks with regularity, it's time to exploit the File—
Send To command that lurks in every folder window (and
in the shortcut menu for almost every icon).

This command offers a quick way to copy and move
highlighted icans to popular
destinations. For example,
you can telleport a copy of a
highlighted file directly to a
floppy disk by.choosing File—
Send To—3 1/2 Floppy, or to
a blank CD by choosing Send Cut
To—CD Burner. You're spared
the tedium of choosing Copy,
selecting the floppy drive, and
choosing Paste.

Create Shortcut
Delete
Rename

Properties

Another useful command is
Send To—"Desktop (create
shortcut),” which dumps a shortcut icon onto your deskiop
background. Then there’s the Send To—Mail Recipient,
. which bundles the highlighted icon as an email attachment
that's ready to send. You can also zip up a folder (see the
end of this chapter) by choosing Send To—"Compressed
(zipped) Folder.”

But the real power of the Send To command is its abil-
ity to accommodate your own favorite or frequently used
folders. Lurking in your My Computer—sLocal Disk (C)—
Documents and Settings—[Your Name] folder is a folder
called SendTo. Any shortcut icon you place here shows up

[ compressed (zipped) Folder
@ Desktop (create shortcut)

| 2 Disasters

| O Documents To Go

—| _J Mail Reciplent !

(£} My Documents
J4 3% Floppy (A1)

instantly in the Send To menus within your desktop folders
and shortcut menus.

Alas, this folder is among those that Microsoft considers
inappropriate for inspection by novices, As a result, the
SendTo folder is hidden in Windows XP.

To make it appear, open any
folderwindow. Choose Taols—
Folder Options, click the View
tab, turn on “Shaw hidden
files and folders”, and click OK.
Now, when you openyour own
account folder, you'll see the
SendTo folder.

Most people create shortcuts
here for folders and disks (such
as your favorite backup disk).
When you highlight an icon
and then choose Send To—
Backup Zip, for example, Windows XP copies the icon to
that disk. (And if you simulfaneously press Shift, you move
the icon to the other disk or folder.)

You can even add shortcuts of applications (program files) to
the SendTo folder. By adding WinZip to this Send To menu,
for example, you can drop-kick a highlighted icon ento the
WinZip icon (for decompressing) just by choosing Send To—
WinZip. You can even create shortcuts for your printer or
fax modem, so that you can print or fax a document just by
highlighting its icon and choosing File—Send To—[printer
or fax modem's namel.
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The Recycle Bin While you can certainly drag files or folders onto the Recycle Bin icon, it’s usually faster
to highlight them and then either (a) press the Delete key, (b) choose File—Delete, or
(c) right-click a highlighted icon and choose Delete from the shortcut menu.
Windows XP asks if you're sure you want to send the item to the Recycle Bin. (You

don’t lose much by clicking Yes, since it’s easy enough to change your mind.) Now
the Recycle Bin icon looks like it’s brimming over with paper.

Tip: To turn off the "Are you sure?” message that appears when you send something Bin-ward, right-click
the Recycle Bin. Then choose Properties from the shortcut menu, and turn off “Display delete confirmation
dialog.” Turning off the warning isn't much of a safety risk. After all, files aren't really being removed from
your drive when you put them in the Recycle Bin.

You can put unwanted files and folders into the Recycle Bin from any folder window,
from within Windows Explorer, or even inside the Open File dialog box of many
Windows applications (see Chapter 5).

Note: All of these methods put icons from your hard drive into the Recycle Bin. But deleting an icon from
aremovable drive (floppy or Zip drives, for example), or other computers on the network, does not involve
the Recycle Bin, giving you no opportunity to retrieve them. (Deleting anything with the DOS def or erase
commands bypasses the Recydle Bin, too.)

Restoring Deleted Files and Folders
If you change your mind about sending something to the software graveyard, open
the Recycle Bin by double-clicking it. A window like the one in Figure 3-8 opens.

To restore a selected file or a folder—or a bunch of them—click the “Restore the
selected items” link in the task pane, or choose File—Restore, or right-click any one
of the selected icons and then choose Restore from the shortcut menu.

Restored means returned to the folder from whence it came—wherever it was on your
hard drive when deleted. If you restore an icon whose original folder has been deleted in
the meantime, Windows XP even re-creates that folder to hold the restored file(s).

Tip: You don't have to put icons back into their original folders. By dragging them out of the Recycle Bin
window, you can put them into any folder you like.

Emptying the Recycle Bin

The files in the Recycle Bin occupy as much disk space as they did when they were
stored in folders. Deleting files doesn’t gain you additional disk space until you empty
the Recycle Bin. That’s why most people, sooner or later, follow up an icon’s journey
to the Recycle Bin with one of these cleanup operations:

« Right-click the Recycle Bin icon, or a blank spot in the Recycle Bin window, and
choose Empty Recycle Bin from the shortcut menu.

+ Click “Empty the Recycle Bin” on the task pane in the Recycle Bin window.
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* In the Recycle Bin window, highlight only the icons you want to eliminate, and
then press the Delete key. (Use this method when you want to nuke only some of

the Recycle Bin’s contents. )

The Recycle Bin

* Wait. When the Recycle Bin accumulates so much stuff that it occupies a signifi-
cant percentage of your hard drive space, Windows empties it automatically, as

described in the next section.

The first three of these procedures produce an “Are you sure?” message.

Figure 3-8:

When you double-click the
Recycle Bin (top), its window
(bottom) displays information
about each folder and file that
it holds. To sort its contents in
Details view, making it easier
to find a deleted icon, click the
gray column heading for the
type of sort you need.
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Customizing the Recycle Bin

You can make two useful changes to the behavior of the Recycle Bin. To investigate
these alterations, right-click the Recycle Bin icon and choose Properties from the
shortcut menu. The Recycle Bin Properties dialog box appears (see Figure 3-9).

Skip the Recycle Bin
If you, a person of steely nerve and perfect judgment, never delete a file in error, then
your files can bypass the Recycle Bin entirely when you delete them. Furthermore,
you'll reclaim disk space instantly when you press the Delete key to vaporize a high-
lighted file or folder.

To set this up, turn on the “Do not move files to the Recycle Bin” checkbox (shown
in Figure 3-9). And voila: Your safety net is gone. (Especially if you also turn off the
checkbox shown at bottom in Figure 3-9—then you're really living dangerously.)
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The Recycle Bin If that suggestion seems too extreme, consider this safety/convenience compromise:
Leave the Recycle Bin safety net in place most of the time, but bypass the Recycle Bin

on command only when it seems appropriate.

The trick to skipping the Recycle Bin on a one-shot basis is to press the Shift key while
you delete a file. Doing so—and then clicking Yes in the confirmation box—deletes
the file permanently, skipping its layover in the Recycle Bin. (The Shift-key trick works
for every method of deleting a file: pressing the Delete key, choosing Delete from the
shortcut menu, and so on.)

S Figure 3-9:
ooy e i Roneitics Use the Recycle Bin Properties dialog box to govern the
"Giobal | Local Disk (C?)| | way the Recycle Bin works, or even if it works at al. If
oAl BELIC) } you have multiple hard drives, the dialog box offers a tab
) Configure drives independently | for each of them so you can configure a separate and
{3 Use one setting for al drives: || independent Recycle Bin on each drive. To configure the
|| Recycle Bin separately for each drive, select the “Config-
[]po not mave files ko the Recycle Bin, ure drives independently” option.

Remove flles immeadiately when deleted

10%
Maximum size of Recycle Bin (percent of each drive)

Display delete confirmation dialog

[ OK. J [ Cancel
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Auto-emplying the Recycle Bin
The Recycle Bin has two advantages over the physical trash cans behind your house:
First, it never smells. Second, when it’s full, it can empty itself automatically.

To configure this self-emptying feature, you specify a certain fullness limit as a per-
centage of the hard drive capacity. When the Recycle Bin contents reach that level,
Windows begins deleting files (permanently) as new files arrive in the Recycle Bin.
Files that arrived in the Recycle Bin first are deleted first.

Unless you tell it otherwise, Windows XP reserves 10 percent of your drive to hold
Recycle Bin contents. To change that percentage, just move the slider on the Proper-
ties dialog box (Figure 3-9). Keeping the percentage low means you're less likely to
run out of the disk space you need to install software and create documents. On the
other hand, raising the percentage means you'll have more opportunity to restore
files you later want to retrieve.

WINDOWS XP HOME EDITION: THE MISSING MANUAL

Lenovo EX-1006, Page 137
IPR2021-00822 (Lenovo Inc. v. LiTL LLC.)



Nofe: Every disk has its own Recycle Bin, which holds files and folders you have deleted from that disk.
As you can see in the Recycle Bin Properties dialog box, the factory setting for automatic trash-deletion is
10 percent for all of your drives. If you click “Configure drives independently,” you can use the separate dialog-
box tabs for each of your hard drives. Accordingly, each hard drive will then have its own trash-limit slider
and “Do not move files to the Recycle Bin” checkbox. (None of this affects the “Display delete confirmation

dialog” checkbox on the Global tab, which you can't change on a disk-by-disk basis.)

Shortcut Icons

A shorteut is a link to a file, folder, disk, or program (see Figure 3-10). You might
think of it as a duplicate of the thing’s icon—but not a duplicate of the thing itself,
(A shortcut takes up almost no disk space.) When you double-click the shortcut icon,
the original folder, disk, program, or document opens. You can also set up a keystroke
for a shortcut icon, so that you can open any program or document just by pressing
a certain key combination.
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Shortcuts provide quick access to the items you use most often. And because you can
make as many shortcuts of a file as you want, and put them anywhere on your PC,
you can effectively keep an important program or document in more than one folder,
Just create a shortcut of each to leave on the desktop in plain sight, or drag their icons
onto the Start button or the Quick Launch toolbar. In fact, everything listed in the
Start—Programs menu is a shortcut—even the My Documents folder on the desktop
is a shortcut (to the actual My Documents folder).

Tip: The shortcut menu has nothing to do with the shortcut icons feature. Maybe that's why it's sometimes
called the context menu.

CHAPTER 3: ORGANIZING YOUR STUFF 125

Lenovo EX-1006, Page 138
IPR2021-00822 (Lenovo Inc. v. LiTL LLC.)



m Creating and Deleting Shortcuts
To create a shortcut, right-drag an icon from its current location to the desktop. When

you release the mouse button, choose Create Shortcut(s) Here from the menu.

Tip: If you're not in the mood for using a shortcut menu, just left-drag an icon while pressing Alt. A shortcut ap-
pears instantly. (And if your keyboard lacks an Alt key—yeah, right—drag while pressing Cirl+Shift instead.)

You can delete a shortcut the same as any icon, as described in the Recycle Bin dis-
cussion earlier in this chapter. (Of course, deleting a shortcut doesi’t delete the file
it points to.)

Unveiling a Shortcut’s True Identity

To locate the original icon from which a shortcut was made, right-click the shortcut
icon and choose Properties from the shortcut menu. As shown in Figure 3-10, the
resulting box shows you where to find the “real” icon—and offers you a quick way to
jump to it, in the form of the Find Target button.

Tip: See the little curved-arrow badge on the shortcut's icon? In a fit of interior-decorating passion, you can
actually change what it looks like. TweakU1 does the trick; see page 586.

Shortcut Keyboard Triggers

Lurking within the Shortcut Properties dialog box is another feature with intriguing
ramifications: the Shortcut Key text box. By clicking here and then pressing a key
combination, you can assign a personalized keystroke for the shortcut. Thereafter,
by pressing that keystroke, you can summon the corresponding file, program, folder,
printer, networked computer, or disk window to your screen. Just remember that:

» The keystrokes work only on shortcuts stored on your desktop or in the Start menu.
If you stash the icon in any other folder, the keystroke stops working.

* Your keystroke can't incorporate the Space bar or the Backspace, Delete, Esc, Print
Screen, or Tab keys.

» There are no one- or two-key combinations available here. Your combination must
include at least two of these three keys—Citrl, Shift, and Alt—and another key.

Windows XP enforces this rule rigidly. For example, if you type a single letter key
into the box (like E), Windows automatically adds the Ctrl and Alt keys to your
combination (Ctri+Alt+E). All of this is the operating system’s attempt to prevent
you from inadvertently duplicating one of the built-in Windows keyboard shortcuts
and thoroughly confusing both your computer and yourself.

Tip: In the Shortcut Properties dialog box (Figure 3-10), you can use the Run drop-down menu at the bot-
tom of the dialog box to choose Normal window, Minimized, or Maximized. By dlicking OK, you've just told
Windows what kind of window you want to appear when opening this particular shortcut. OK, controlling
your Windows in this way isn't exactly the same as programming Microsoft Access, but you are, in your own
small way, telling Windows what te do.
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Burning CDs from the Desktop

Most new PCs come with a CD burner, a drive that can record new CDs that contain
your own stuff. If your PC has such a drive—either a CD-R drive (CD recordable, which
means you can record each disc only once) or a CD-RW drive (CD rewriteable, for
which you can buy CD-RW discs that you can erase and re-record as many times as
you like), you’re in for a treat. For the first time, Windows XP lets you burn CDs full
of your files and folders without requiring a program like Roxio’s Easy CD Creator.

Burning CDs from
the Desktop

That’s because Windows XP includes Easy CD Creator pieces of it, anyway). You now
have a great feature for making backups, emailing people, or exchanging files with a
PC or a Macintosh (the resulting CDs are cross-platform).

If your PC does, in fact, have a CD burner, start by inserting a blank CD. Windows
offers to open a special CD-burning window, which will be the temporary waiting
room for files that you want to copy to the CD (Figure 3-11, top left).

Note: If you've turned off this feature, you can open the CD window yourself: Open My Computer, and

then double-click the CD icon.

Now tell Windows which files and folders you want copied onto it, using one of these

three methods:

Figure 3-11:
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window that will hold
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you want to copy.

Top right: The little
down-arrows mean,
“This icon hasn't been
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Lower left: The first
screen of the CD Writing
Wizard is your only
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to make a second copy
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Burning CDs from . ' + Drag the desired file and folder icons into the open CD window, or onto the CD
the Desktop icon in the My Computer window.
« Highlight the files and folders you want burned onto the CD. Choose File—Copy.

Click the CD’s window, and then choose File—Paste to copy the material there.

« Explore your hard drive. Whenever you find a file or folder you’d like backed up,
right-click it. From the shortcut menu, choose Send To—CD Drive.

Nate: All of this pertains to copying everyday computer files onto a CD. If you want to burn music CDs,
don't use this method. Use Windows Media Player instead. (See page 226 for details.)

In any case, Windows now copies the files and folders into a temporary, invisible
holding-tank folder. In other words, you need plenty of disk space before you begin
burning a CD, at least double the size of the CD files themselves.

Tip: Remember that a standard CD can hold only about 650 MB of files. To ensure that your files and folders
will fit, periodically highlight all the icans in the My Computer—CD window (choose Edit—Select All). Then
inspect the Details box in the task pane to confirm that the Total File Size is within the legal limit.

At last, when everything looks ready to go, click the “Write these files to CD” link in
the task pane (top right in Figure 3-11), or choose File—Write these files to CD. The
CD Writing Wizard appears, as shown at bottom in Figure 3-11, to guide you through
the process of naming the new CD and burning the disc.

Nofe: When using a CD-RW disc (that is, one that you can erase and re-record), you can't change the
disc's name once it's been recorded for the first time. You can still replace its contents using the techniques
described here, though.

Hard-core Windows power users, of course, sneer at all this. Only with a commercial
CD-burning program, they point out, can you burn MP3 music CDs, create mixed-
mode CDs (containing both music and files), create Video CDs (low-quality video
discs that play on DVD players), and so on.

Still, if you use your burner primarily for quick backups, long-term storage, or trans-
ferring big files to other computers, a little bit of free software goes a long way.

Compressing Files and Folders

Compressing files and folders to reduce the space they occupy on your hard drive can
occasionally be useful, especially when hard drive space is running short, or when you
want to email files to someone without dooming them to an all-night modem-watch-
ing session. Maybe that’s why Microsoft has endowed Windows XP with two different
schemes for compressing files and folders: NTES compression and zipped folders.
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NTFS Compression

If your hard drive is formatted using a software scheme called NTFS (short for NT
file system; see page 462 for details), Windows XP can automatically compress and
decompress your files, almost instantaneously. Whenever you open or transfer a file,
it's automatically and invisibly expanded; any file you copy into a compressed folder
or disk is compressed automatically. (If you only move it into such a folder from
elsewhere on the disk, however, it stays compressed or uncompressed—whichever
it was originally.)

To turn on NTFS compression, right-click the icon for the file, folder, or disk whose
contents you want to shrink. Now choose Properties from the shortcut menu. In the re-
sulting dialog box, turn on “Compress drive to save disk space.” (See Figure 3-12.)

Compressing Files
and Folders

Figure 3-12:
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drive, which takes o S You have chosen ko make the following attribute changes:
Windows several Type: Local Disk e
?3”{: t‘?{ comp lete. File spstem: ~ NTFS
ure aif your e o o emr aen | DO YOUwant to apply this change to C:f only, or do you want to apply it to
programs first.) | B Usedspace: 2.028531.712H 5l subfolders and files as well?
| Fi : 2,833,059,840 b
When Windows is . _. s il O pply changes to C:\ only
finished compress- ' Capacity: 4,861,531,552 b @ Apply changes to C:4, subfolders and files
ing, their icons ap- |
pear in a different [ 5
; K Cancel
color, a reminder { Loc
that Windows is | e Y T e
i \ :
doing its part to I Drive C Disk Cleanup | |
maximize your ‘ ey e e |
disk space (see \ ; i |
“Show encrypted or ‘ Compress drive ta save disk space i
Compressed NITFS [] Aslow Indesing Service lo index lhis%sk for fast file searching
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Zipped Folders

If you've ever used Windows before, you've probably encountered Zip files. Each one is
a tiny little suitcase, an archive, whose contents have been tightly compressed to keep
files together, to save space, and to transfer them online faster. Use this method when
you want to email something to someone, or when you want to back up a completed
project and remove it from your hard drive to free up space.

You can create a Zip archive in either of two ways:

* Right-click any blank spot on the desktop or an open window. From the shortcut
menu, choose New—Compressed (zipped) Folder. Type a name for your newly
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Compressing Files created, empty archive, and then press Enter. Now, each time you drag a file or
folder onto the archive’s icon (or into its open window), Windows automatically
| stuffs a copy of it inside. (If youw'd rather move a file or folder into the archive—in
| the process deleting the full-size version and saving disk space—right-drag the

file or folder icon onto the archive icon. From the shortcut menu, choose Move

Here.)

+ To turn an existing file or folder into a zipped archive, right-click its icon. (To zip
up a handful of icons, select them first, then right-click any one of them.) Now,
from the shortcut menu, choose Send To—Compressed (zipped) Folder. You've
just created a new archive folder and copied the files or folders into it.

Tip: At this point, you can right-click the zipped folder's icon and choose Send To—sMail Recipient. Windows
automatically whips open your email program, creates an outgoing message ready for you to address, and
attaches the zipped file to it—which is now set for transport.

Working with zipped folders
In many respects, a zipped folder behaves just like any ordinary folder. Double-click
it to see what’s inside (Figure 3-13).

If you double-click one of the files you find inside, however, Windows opens up a
read-only copy of it—that is, a copy you can view, but not edit. To make changes to
a read-only copy, you must use the File—Save As command and save it somewhere
else on your hard drive.

Note: Be sure to navigate to the desktop or My Documents folder, for example, before you save your
edited document. Otherwise, Windows will save it into an invisible temporary folder, where you may never

see it again.
) Figure 3-13:
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CHAPTER

4 |

Getting Help

capable, but seems to come with fewer pages of printed instructions. In Win-
dows XP, Microsoft has relegated more of its wisdom than ever to online help
screens—or, even less conveniently, to Web pages on the Internet.

3 s you've no doubt noticed, each version of Windows gets bigger and more

On the other hand, Microsoft has improved the Help window by incorporating links
to various diagnostic and repair tools, troubleshooting wizards, and help sources on
the Web. It may take all weekend, but eventually you should find written information
about this or that Windows feature or problem.

Navigating the Help System

To open the help system, choose Start—Help and Support, or press F1. The Help and
Support window appears, as shown in Figure 4-1. From here, you can home in on the
help screen you want using any of three methods: clicking your way from the Help
home page, using the index, or using the Search command.

Help Home Page

The home page shown in Figure 4-1 contains three basic areas. In the left column:
Frequently sought help topics, such as “Music, video, games, and photos” and “Print-
ing and faxing.” In the right column: buttons that take you to specialized interactive
help systems and utility software. Finally, at the lower right, Microsoft treats you each
day to a different “Did you know?” headline.

If one of the broad topics on the left side corresponds with your question, click
any topic to see a list of subtopics. The subtopic list will lead you to another, more
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Navigating the
Help System

focussed list, which in turn leads you to an even narrower list. Eventually you'll arrive
at a list that actually produces a help page.

Tip: If you seem to have misplaced your contact lenses, simply adjust the type size used by the Help Center.
Click Options on the toolbar, and then click “Change Help and Support Center options” at the left side of the
window. In the right pane, under “Font size used for Help content,” you'll see the “Font size” buttons—Small,

Medium, or Large.

Frequently sought topics

Pick a Help tojlic

= What's nevt in Windows Xp.
= Miisic, vilno, games, and photos
= Windows busics

» Networking and the Wety
= Working temotely

= CASTOMIZING yOUr COImpLter
= Accessibility

= Prating sind faxing

= Performatice aod maintensice

* Hardwary

« e & problen

» Sari your esdback Lo Mitrosoft

Special help features

@& Help and Support Center
¥ 3 AP Hox XY

Ask for assistante
[3] Irwitie 3 fraencd o coonex: soe omearhe whth Renote Adsistance

[3] Get suppart, ce frd v 0 Wiridows X newsarons

Pick a task

Eﬂ ¥l YA CANOREY L= to-ciate with Winitdaw s Upclats
3] il conpatible hasdwars aned software for Windows ¥
[3] o o ster Sl Bystem Restore

3] 130 Tools vour comouties nioaraton a0 deonose problens

Did you know?

» . Set youx oninie fotch colios:
« PIotect your PO

Figure 4-1:

When working in the Help
and Support Center win-
dow, you can use the Back,
Forward, Home, Favorites,
and History buttons on the
toolbar. They may look like
the corresponding buttons
in a Web browser, but
these buttons refer only to
your travels within the help
system. The Favorites but-
ton here represents your
favorite help pages—they're
not the same favorites you
see in Internet Explorer.

Search the Help Pages
By typing a phrase into the Search text box at the top of the main page and then click-
ing the green arrow (or pressing Enter), you instruct Windows XP to rifle through its
10,000 help pages to search for the phrase you typed.

Here are a few pointers:

* When you enter multiple words, Windows XP assumes that you're looking for
help screens that contain all of those words. For example, if you search for video
settings, help screens that contain both the words “video” and “setting” (although
not necessarily next to each other) will appear.

« If you would rather search for an exact phrase (“video settings”), click the “Set
search options” link underneath the Search text box. The search options page
appears; at the bottom, you’ll find a “Search for” drop-down menu. Choose “The
exact phrase” and then repeat the search.

132 WINDOWS XP HOME EDITION: THE MISSING MANUAL

Lenovo EX-1006, Page 145

IPR2021-00822 (Lenovo Inc. v. LiTL LLC.)



Tip: This same drop-down menu offers choices like “Any of the words,” which means that if you type video
seftings, you'll find help pages that have either of those words. Choosing “The Boolean phrase” from this
drop-down menu means that you intend to use the phrases or, and, or nof in your search phrase for further
specificity. For example, entering video not settings would yield all help pages concerning "video” that don’t
discuss "settings.”

» Windows displays only the first fifteen topics it finds in each of its help databases.
If you'd rather see more or fewer “hits,” you’ll find an adjustment control on, once
again, the “Set search options” page. (That page also lets you turn off the search
highlight, the dark rectangle shown in Figure 4-2 that appears around your search
phrase on the resulting help pages.)

Navigating the
Help System

Figure 4-2:
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@ Help and Support Center,

@anv 2 D 0w

g Favores €2 ristory. | ([} speort | /] Ootons

ries—Suggested Topics
(fast but limited), Full-text
Search Matches (slower
but more complete), and
Microsoft Knowledge Base
(Internet-based). Click

'.‘ o Right-click & fite or folder,
Suggested Topics (15 results)

commands for that item,

Pick a task

[
Add a dackton ken " 4 Notes
|

Penare a deskion ken

Puk o sherteut on the dashiop
Display a program In the Start fmenu
Make a shortout to & network place

Windows Explorer,

® Make a shorteut in a foldar

o Changs Windows visual effects

& Arange vour desltop kons
Fultext Search Matches (6 results)

Microsoft Knoptedge Base (15 results)

down SHIFT while right-clicking,

1R

~ Related Topics

opens up a help page on W crorcumens |

!Ife right side of the menu. e hm ‘ B

(The dark highlighting i SN
shows matches for your % addtoEavorkes 5] chango vew Ly Bint..
search phrase.) The ey

results are divided into RS o use

three different catego- | 36 resuls found for shorteut m... o Gpen® Windows Explorsr,

@ Help and Support Center

Wingdoves KP Heorme: EdR

The menu displays the most common

= To open Windows Explorer, click Start, point to All
Programs, point to Accessories, and then click

also appear when you right-click a file

= | Use sharteut fsn or folder on your desktan, in the right pane of a folder
the approprfate CategWy | ;? R ) window, or when you right-click an empty space an the
isan o dfferent b nare bo a program agkbiai ar dezkbon,
name. shorteut

To display the entire EIEIEIL menu, press and hold

ion

After each search, the left-side list shows three different categories of help topics:

» Suggested Topics reveals help pages whose keywords, invisibly assigned by Micro-
soft, match your search phrase. Of course, if you and Microsoft don’t happen to use
the same terminology, you won'’t find what you're seeking listed in this group.

» Full-text Search Matches are help pages on which your search phrase actually
appears in the help page text.

* Microsoft Knowledge Base refers to the massive collection of technical articles on
the Microsoft Web site. If you're not online, you can’t read them.
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:a;rigsat::g the Tip:When you're on a laptop at 39,000 feet, you probably don't have an Internet connection. In that case, you
elp System

may prefer that Windows not attempt to search the Microsoft Knowledge Base on the Internet. Click “Set search
options” just beneath the Search text box, and then turn off the Microsoft Knowledge Base checkbox.

Help Index

The success of the Search command boils down to your using the same terminology
Microsoft does. Sometimes, you may have better luck unearthing a certain help article
by clicking the Index button on the toolbar.

Doing so produces a massive list of almost every help topic in the Windows repertoire,
sorted alphabetically (Figure 4-3). Double-click a topic’s name to see its correspond-
ing help page Help window’s right pane.

If you type a few letters into the Search box, the Index scrolls to the closest match.
But if that doesn’t produce a matching entry, you can still scroll through the index

manually.

Search -

Set search opti

=BT

dialing in ko YPN
troubleshonter
troubleshooters
network administrators

defined
Metwork and Dial-up Connections

OvErview

access rights

autodial e

automating

best practices

callback, configuring

callback, configuring for incoming connections

callback, using

components, enabling

components, optional

configuring el

~ Display

eSS RN - |

Figure 4-3:

As you type, Windows XP matches each character by
highlighting successive index listings to correspond with
the characters you've typed so far. Most of the entries in
the index are indented-these are the links to actual help
pages. Don't waste your time trying to double-click the
category headings (the entries that aren’t indented, but
that have indented entries underneath them.) They don't
do anything when double-clicked, since you're supposed
to open one of the indented subentries.
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Tip: Ordinarily, the Help window fills most of your screen, so it may cover up whichever steps you're trying
to follow. However, dlicking the Change View button (above the help text in the right pane) hides the list of
topics and shrinks the help page so it fills a much smaller window. Click the button again to return to the
two-pane view.

“What's This?": Help for Dialog Boxes

If you're ever facing a dialog box (like the one shown in Figure 4-4) while scanning
a cluster of oddly worded options, Windows XP’s “What’s This?” feature can come
to the rescue. It makes pop-up captions appear for text boxes, checkboxes, option
buttons, and other dialog box elements.

You can summon these pop-up identifiers (see Figure 4-4) in either of two ways:

* Right-click something in the dialog box. In the world’s shortest shortcut menu
that now appears, click What’s This?

Navigating the
Help System

free.

Shows haw much space on this disk is used and how muchiis |

Figure 4-4:

After clicking the question-mark icon at the = 58T

upper-right corner, you can click any control Gerora I &hatTl

in the dialog box—in this case, the Screen roia | Toge | Hehoan | Sheiog] Dol

Area slider—to read about its function. s

To make the pop-up box go away, click S ‘

anywhere within its border. When the pop-up e e

box containing the answer to What's This? Type: Local Disk

appears on your screen, simply right-click in File system:  NTFS

the box and choose Copy (to copy the text of =

the pop-up to the Cﬁpboard) or Print Topfc B Used space: 2.108,891,136 bytes 1.96 GB

(to print the help page for that topic). B Free space; 2752,700,416 bytes 256 GB
Capacity: 4861591552 bgtes 452 GB

* Click the question mark in the upper-right corner of the dialog box, and then click
the element you want identified.

Remote Assistance

You may think you’ve experienced stress in your lifetime: deadlines, breakups, down-
sizing, But absolutely nothing approaches the frustration of an expert trying to help
a PC beginner over the phone—for both parties. The expert is flying blind, using
Windows terminology that the beginner doesn’t know. Meanwhile, the beginner
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Remote Assistance

doesn’t know what to look for and describe to the expert on the phone. Every little
operation takes 20 times longer than it would if the expert were simply seated in front
of the machine. Both parties are likely to age ten years in an hour.

Fortunately, that era is at an end. One of Windows XP’s biggest big-ticket features is
something called Remote Assistance. It lets somebody having trouble with the com-
puter extend an invitation to an expert, via the Internet. Through Remote Assistance,
the expert can actually see the screen of the flaky computer, and even take control
of it by remotely operating the mouse and keyboard. The guru can make even the
most technical tweaks—running utility software, installing new programs, adjusting
hardware drivers, even editing the Registry (Appendix C)—by long distance remote
control. Remote Assistance really is the next best thing to being there.

Remote Assistance: Rest Assured

Of course, these days, most people react to the notion of Remote Assistance with stark
terror. What's to stop some troubled teenager from tapping into your PC in the middle
of the night, rummaging through your files, and reading your innermost thoughts?

Plenty. First of all, you, the help-seeker, must begin the process by sending a specific
electronic invitation to the expert. The invitation has a time limit: If the helper doesn’t
respond within, say, 10 minutes, the electronic door to your PC slams shut again. Sec-
ond, the remote-control person can only see what’s on your screen. She can’t actually
manipulate your computer unless you grant another specific permission. And finally,
vou must be present at your machine to make this work. The instant you see something
fishy going on, a quick tap on your Esc key disconnects the interloper.

GEM IN THE ROUGH

Troubleshooters

When  PC feature isn't working ihe way. you'd hope, or gests another resotree for more help.,

isn't werking at alf, Win- :
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trolibleshooter—a series
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of help screens specifi- .
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Tip: If, despite all of these virtual locks and chains, you absolutely can't stand the idea that there's a tiny key-
hole into your PC from the Internet, choose Start—Control Panel. Click “Switch to Classic View,” if necessary,
and then double-click the System icon. In the System dialog box, click the Remote tab, and turn off “Allow
Remote Assistance invitations to be sent from this computer.” Click OK. Now you've effectively removed the
use of the Remote Assistance feature from Windows XP.

Remote Assistance via Windows Messenger

Windows Messenger is a little program that lets two people communicate across
the Internet—by typing in a chat window, speaking into their microphones, or even
watching each other via a video camera. It’s all detailed in Chapter 11.

For now, it’s enough to note that the Remote Assistance process is much simpler and
more streamlined if both the helper and the helpee use Windows Messenger. Here’s
how it works.

Instructions for the novice

Suppose you're the person who needs help. If you suspect that your expert may need
to install software or fiddle with your network settings while fooling around with your
machine, sign into your PC with an Administrator account (page 492). Then connect
to the Internet, and proceed like this:

1. Open Windows Messenger.
For example, click Start—All Programs—Windows Messenger.
2. Choose Actions—Ask for Remote Assistance (Figure 4-5).

Now the Ask for Remote Assistance dialog box appears.

Figure 4-5:
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to troubleshoot your machine
(right).

Send a Fils or Phota,.,

|
|
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Make a Phone Call

# A8k for Remote Assistance

Send E-mall....

R

Ack for Pamote Asmce.. My Contacts
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3. Specify who's going to help you.
If the email address of your personal guru is listed on the My Contacts screen, just

click the corresponding address (Figure 4-5, right). Otherwise, click the Other tab
and type the guru’s email address into the appropriate box.

4. Click OK.

Windows Messenger sends an invisible invitation to your good Samaritan, who
sees—thousands of miles away, perhaps—something like the top illustrations of
Figure 4-6. If your buddy accepts the invitation to help you, then the message
shown at bottom in Figure 4-6 appears, asking if you're absolutely, positively sure
you want someone else to see your screen.

Figure 4-6:

Both parties have to be very, very sure
that they want this connection to take
place.

Top (expert’s screen): Somebody
wants your attention, master!

Middle (expert’s screen): Click Accept
or press Alt+T.

Bottom (beginner’s screen): You must
confirm one last time that you really
want a visitation from someone who's
technically sawvier than you.

= Robinggg?3 - Conversahion
Fle Edt View Actions Help

To: Hobinegg?23 (audu:y@ddwdpﬂguc.cﬁ

& Never give out vour password or oredit card
rumber in an instent message conversstion.

Invite Someone to

Ruobinegg2d s inviting you to start using Remote | this Conversation
Agsistance Do you wantto Accent (Al+T) or {4 Send a File or Photo
Decling (Al+D the invitstion? -} Send E-mall

| , Askfor Remote
P Assistance

D Rempte Assistance

Franko has accepted your Remote Assistance invitation and is ready to
connect to your computer.

Do you want to et this person visw your screen and chat with you?

EN
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5. Click Yes.
You're in good shape. Let the help session begin (Figure 4-7).

The only further action that’s required on your part comes when the expert asks for
permission to take charge of your machine. You’ll see a request like the one shown in
Figure 4-8. Click Yes, and then watch in amazement and awe as your cursor begins
flying around the screen, text types itself, and windows open and close by themselves.
That’s just your friendly neighborhood computer wizard fixing your machine.

Remote Assistance

If the victim’s screen isn’t
exactly the same size

as yours, you have two =
options. If you click Actual DR R 5. vt vt o
Size, the other person’s
screen Is represented at
full size, although you

may have to scroll around
to see all of it. If you

P datie ) metieg o) e Prwrro: Qriw

Fracka (Expert) says:
Whiat sawms ta be the protiem, Rcbin?

click Scale to Window,

Rabneqgua3 says!
Windows compresses O e e e e Sl
(or enlarges) the other S s nas
person’s screen image ATt ¢ e ot D]
to fit inside your Remote 0 o Parennd
Assistance window, even Q) o ket
though the result can be e
distorted and ugly. O

X ek the rlecnd
o

Figure 4-7: Take Control button Scale/Actual buttons

Chat area Real taskbar The beginner's taskba

As noted earlier, if the expert’s explorations of your system begin to unnerve you, feel
free to slam the door by clicking the Stop Control button on the screen—or just by
pressing the Esc key. Your friend can still see your screen, but can no longer control
it. (To close the connection completely, so that your screen isn’t even visible anymore,
click the Disconnect button.)

Instructions for the expert

When your less-fortunate comrade sends you an electronic invitation to help, a little
message on your Notification Area pops up, as shown in Figure 4-6 at top. Further-
more, the Windows Messenger on your taskbar changes color to signal the invitation.
Bring Windows Messenger to the front, and then click Accept or press Alt+T (Figure
4-6, middle). Assuming that the hapless novice is skilled enough to click Yes to grant
final permission (Figure 4-6, bottom), you're in.
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Remote Assistance

At this point, you observe a strange sight: the other person’s screen in a special Re-
mote Assistance window (Figure 4-7). To communicate with your troubled comrade,
use any of the Windows Messenger communications tools described in Chapter 11

(chat, microphone, video, sending files back and forth)—or just by chatting on the
telephone simultaneously.

When you want to take control of the distant machine, click the Take Control but-
ton on the toolbar at the top of your Remote Assistance screen. Of course, all you've
actually done is just ask permission to take control (Figure 4-8). If it’s granted, you
can now use your mouse, keyboard, and troubleshooting skills to do whatever work
you need to do. When your job is done, click Disconnect on the toolbar—or wait for
your grateful patient to do so.

Tip: Once you've taken control of the other person’s screen, your first instinct might be to close the gargan-
tuan Remote Assistance window that's filling most of the screen. Don't. If that window closes, the connection
closes, too. What you really want is to minimize it, so it's out of your way but not closed.

3 Remote Assistance - Web Page Dialog

Franko would like to share control of your computer to help solve the

problem.

Do you wish to let Franko share control of your computer? share it. Both you and your expert

. Itis recommended that you and Franko do not use your hands off your own machine

Figure 4-8;

Top (beginner’s screen): Now the
expert wants to touch, not just look.
You're not actually relinquishing
control of your PC—you're going to

will be able to move the mouse and
type simultaneously—a comical,

= strange, and fairly useless phenom-

‘ enon. It's probably best to keep

the mouse at the same time. You can monitor all
activity and stop control at any time by pressing the
ESC key, Mote that using any key sequence or s
combination including the: ESC key will also stop Bottom (HPE’T’ 5 screen): Once
cantral, you're controlling the other

machine, you can cancel at any

while the work is being conducted.

time, too.

;i You now are sharing control of Robinegg23's computer, Click in Robinegg23's
r screen to get started.

Control will return to Robinegg23 if you press the ESC key, or any key
sequence or combination including the ESC key (such as ESC+TAB)

140

Remote Assistance without Windows Messenger

As noted earlier, using Remote Assistance is most efficient and satisfying when both
participants fire up the Windows Messenger program. That’s not technically neces-
sary, however. Although more steps are involved, anybody with Windows XP can
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help anyone else with Windows XP, even if neither person has a Passport nor uses Remote Assistance
Windows Messenger.

|
Instructions for the novice
If you’re the one who wants help, send an invitation like this:
1. Choose Start—Help and Support.
The Help and Support Center appears, as described earlier in this chapter.

2, Click “Invite a friend to connect to your computer with Remote Assistance.” On
the next screen, click “Invite someone to help you.”

The Remote Assistance Wizard is guiding you through the process of sending an
invitation. You're offered two ways of sending it: using Windows Messenger, exactly
as described in the previous section, and using email. Of course, since the entire
purpose of this exercise is to seek the help of someone who doesn’t have Windows
Messenger, proceed like this:

3. Type your guru’s email address into the “Type an email address” box, and then
click “Invite this person” (or press Enter).

This works only if you've already set up your PC for email, as described in Chapter
12;

Now the screen changes again.

Figure 4-9:
Speaking of security, you can
also set up a password here

@ Help and Support Center

Windows P Home Editilan

for even mare protection. The S addtoEvertes 8] changoson s et [ Locate m Contents

guru won't be able to connect | -

to your machine without the | Remote Assistance - E-mail an Invitation

password. (Of course, you

need to find some way of | Eestisittaboy Foexie

te"mg him what the pgssword | Tolessen the chance that someone fraudulently gains access to your computer you can imi the time in which a recipient can sccept a
is—m ayb e callin gon the | Remote Assistance invication, Specify the duration that this invitation wil remain open.

phone or sending a separate | [ ¥ (e ]

email,) o EnS

For security reasons, & Is strongly recommended that you set a password that the reciplent must use to connect te your computer. Da
not use your netwark of Windows logon password,

Type password: Confirm password:

assn [sees]

Important You must communicate the password to the racipient.

[ Send veson ]
B Inyikation.
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Remote Assistance

142

Note: It you dick “Save invitation as a file (Advanced),” instead, Windows saves a little invitation ticket (with
the unusually long filename extension .MsRclncident) as a file on your hard drive. You can transfer this little
file—the actual invitation to inhabit your PC—via disk or via network instead of emailing it.

4, In the From box, type the name you want to appear on the invitation. In the
Message box, add a description of the problem, and then click Continue.

On this screen, Windows wants to know how long you want to keep your electronic
invitation alive (Figure 4-9). If your guru doesn’t respond within, say,an hour, you
may want the invitation to expire quietly, for security reasons.

Tip: On the other hand, if the expert is a friend or family member who rescues you frequently, you may
as well change the settings to the maximum-—30 days—so that he can tap into your machine whenever it's
convenient. (In fact, in the Control Panel program called System, you can crank up the maximum to 99 days
by clicking the Remote tab and then Advanced.) You save several connection steps this way.

5. Set up your security options. Make sure you're online, and then click the Send

Invitation button.

A little dialog box may appear, warning you that a program is attempting to send
an email message on your behalf. (This dialog box is designed to be a safeguard

against viruses that transmit themselves without your knowledge.)

6. Click the Send button.

Finally, the Remote Assistance wizard tells you, “Your invitation has been sent

successfully.”

TROUBLESHOOTING MOMENT

Making Remote Assistance Work

If you can't get Remote Assistance to work, the first thing o
check is the master on/off switch-the “Allow Remote As-
sistance...” checkbox described in the Tip on page 137.

Ifthat box is indeed turiied en; the next issue to investigate
is the JP address—the string of four numbers, such as
24.226.23.1, that identifies every single computer that's
on the Internet at a given moment Whenever you invite
an expert to visit your PC tsing Remote Assistance, you're
{ransmitting your IP address to the expert’s computer behind
the scenes.

Suppose, then, that you dial into the Internet using a stan-
dard phone line. In'that case, your Internet senvice provider

probably assigns you a different IP address each time youi're
online. Clearly, if your guru fries to “call you back” the day
after youissue the invitation, itwon't work, since youtll have
a differentiP address when you'go online the next day. That's
& good argument for preatranging the help session with your
expert=sathat you issue the invitation and actually conduct
the session all during a single onling session.

Other complications might arise if you have a cable modem
or DSL connection that you share among several PCs using
a piece of equipment called a router. Fortunately, most of
these problems go away if you use the Windows Messenger
methad described in this chapter, rather thafithe email-an-
invitation method,
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Instructions for the expert Remote Assistance '
When the novice sends you an email invitation, it artives in your email program with

an attachment—a tiny file called rcBuddy.MsRcIncident (see Figure 4-10). This is
your actual invitation, a Remote Assistance ticket.

When you open it, a little electronic message goes back to the novice, where a mes-
sage like the one shown at bottom in Figure 4-6 appears. The online help session can
now begin.

Getting Help from Microsoft

If you run into trouble with the installation—or with any Windows XP feature—the
world of Microsoft is filled with sources of technical help. For example, you can

consult:
|
- > - e o e e A — |
‘;ﬁ,";,fe‘g;f& POSWPBMRWIIRN  YOU HAVE RECEIVED A REMOTE ASSISTANCE INVITATION F. |
.MsRcincident ticket—an invitation Fle Edt View Insert Format Tools Actions  Help
o e somebody S 0S| e, i st B X v e 2
Anid b the wave I the: povice. o From:  newslet@david,.com Sent; Sat 2/9/2002 5132 PM i
Y 14 4 To enyt@hotmail, com

trusting individual, has sent you

a Remote Assistance ticket that < |
doesn't expire for a very long time Subect;  YOU HAVE RECEIVED A REMOTE ASSISTANCE INVITATION FROM: Chris Ofson

(99 days, for example), keep it U 7} cildy MeReIncident (938 .8)

g{gxﬁgﬁg’gf:ﬁﬂﬂ;’g’;{fg ggrijsc?ﬁg; \gye&ILélvdv like your assistance.A personal message may 4
you can skip all of the invitation- :

and-response rigamarole. Now, Vou can easily provide assistance from your computer by
whenever he needs your help, he following the instructions at:

can just call you up or email you.

And all you have to do is double- httpt/fwindows microsoft.com/Remotesssistance/Ra. asp

click your ticket and wait for the OK

from the other side. v

.

The Microsoft Help Web pages. Direct your Web browser (if, indeed, your com-
puter works) to www.microsoft.com/support. There you'll find a long list of help
resources that handle many of the most common questions: a database of help
articles that you can search, a list of known glitches that Microsoft has published,
newsgroups (Internet bulletin boards) where you can post questions and return
later to read the answers, and so on.

Free phone help. If you bought Windows XP (that is, it didn’t come on your
computer), you can call Microsoft for free phone help during business hours. The
company is especially interested in helping you get Windows XP installed and run-
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Getting Help from ning correctly—you can call as often as you like for help getting Windows going
Microsoft this way.

After that, you can call for everyday Windows questions for free—twice. You'll
be asked to provide your 20-digit product ID number, which you can look up by
right-clicking My Computer in your Start menu and clicking the Properties tab.
The not-toll-free number is (425) 635-3311.

(If Windows XP came preinstalled in your machine, on the other hand, you’re
supposed to call the computer company with your Windows questions.)

« Expensive phone help. Once you've used up your two free calls, you can still call
Microsoft with your questions—but it will cost you $35 per incident. (They say
“per incident” to make it clear that if it takes several phone calls to solve a particular
problem, it’s still just one problem.) This service is available 24 hours a day, and
the U.S. number is (800) 936-5700.

Tip: If you're not in the United States, direct your help calls to the local Microsoft office in your country. You'll
find a list of these subsidiaries at www.microsoft.com/support.
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CHAPTER |

S

Programs and
Documents

en you get right down to it, an operating system like Windows is noth-
ing more than a home base from which to launch applications (programs).
And you, as a Windows person, are particularly fortunate, since more
programs are available for Windows than any other operating system on earth.

But when you launch a program, you're no longer necessarily in the world Microsoft
designed for you. Programs from other software companies work a bit differently,
and there’s a lot to learn about how Windows XP handles programs that were born
before it was.

This chapter covers everything you need to know about installing, removing, launch-
ing, and managing programs; using programs to generate documents; and understand-
ing how documents, programs, and Windows communicate with each other.

Launching Programs

Windows XP lets you launch (open) programs in many different ways:
+ Choose a program’s name from the Start—All Programs menu.
» Click a program’s icon on the Quick Launch toolbar (page 95).

* Double-click an application’s program-file icon in the My Computer—Local Disk
(C:)—Program Files—application folder, or highlight the application’s icon and
then press Enter.

+ Press a key combination you've assigned to the program’s shortcut (page 127).
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- Launching + Choose Start—Run, type the program file’s name in the Open text box, and then
Programs press Enter.

+ Let Windows launch the program for you, either at startup (page 30) or at a time
you've specified (see Task Scheduler, page 467).

« Open a document using any of the above techniques; its “parent” program opens
automatically. For example, if you used Microsoft Word to write a file called Last
Will and Testament.doc, double-clicking the document’s icon launches Word and
automatically opens that file.

What happens next depends on the program you're using (and whether or not you
opened a document). Most present you with a new, blank, untitled document. Some,
such as FileMaker and Microsoft PowerPoint, welcome you instead with a question:
Do you want to open an existing document or create a new one? And a few oddball
programs, like Adobe Photoshop, don’t open any window at all when first launched.
The appearance of tool palettes is the only evidence that you've even opened a pro-
gram.

Switching Programs

In these days where PCs with 256, 512 or even gigabytes of RAM are common, it’s the
rare PC user who doesn’t regularly run several programs simultaneously.

The key to juggling open programs is the taskbar, which lists all open programs (Figure
5-1). As explained at the end of Chapter 2, the taskbar also offers controls for arranging
all the windows on your screen, closing them via the shortcut menu, and so on.

To bring a different program to the front, you can use any of these four tricks:

« Use the Taskbar. Clicking a button on the taskbar makes the corresponding program
pop to the front, along with any of its floating toolbars, palettes, and so on.

If you see a parenthetical number on a taskbar button, however, then button group-
ing is under way (page 89). In that case, clicking the taskbar button doesn’t bring
the program’s windows forward. You must actually click a selection in the taskbar
button’s menu of open windows,

5 Figiire 5-1:
a 3 Top: Press Ali+Tab to highlight
Hf;j € successive jcons in the list

When you release the Alt key,
the program whose icon you've
highlighted jumps to the front.

Bottom: The taskbar lets you
know which programs are run-
ning; the darkest button tells you
which program is active,
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» Click the window. You can also switch to another program by clicking the part of
its window that’s visible in the background.

* The relaunch technique. Repeat the technique you used to initially launch the
program (choose its name from the Start—All Programs menu, press its keystroke,
and so on).

« Alt+Tab. Finally, you can bring a different program to the front without using the
mouse. If you press Tab while holding down the Alt key, a floating palette displays
the icons of all running programs, as shown at the top in Figure 5-1. Each time
you press Tab again (still keeping the Alt key down), you highlight the next icon;
when you release the keys, the highlighted program jumps to the front, as though
in a high-tech game of Duck Duck Goose.

To move backward through the open programs, press Shift+Alt+Tab.

Tip: For quick access to the desktop, clear the screen by clicking the Desktop button on the Quick Launch
toolbar (its icon looks like an old desk blotter)—or just press the Windows logo key+D. Pressing that keystroke
again brings all the windows back to the screen exactly as they were.

UP TO SPEED

“Multiple Document Interface” Programs

The world of Windows programs is divided into two camps.
First, there are single-document interface (SDI) programs,
where the entire program runs in a single window. By closing
thatwindow, you also exit the application. (WordPad, Note-
pad, Internet Explorer, and Palm Desktop work this:way.)

* Second, there are multiple-decument
interface (MDI) programs, where the
application itselfis a mother ship, a

programs usually offer commands that arrange all open

windows to fit neatly on the screen, each occupying an even

fraction of the screen space. (These commands work much

like the Tile and Cascade commands in desktop windows.)

In Microsoft Word, for example, the Windows menu offers
a command called Arrange All.

=&)X

Getting to know which way a program
deals with windows is important for a

shiell, that can contain lots of different
document windows. Word, Excel, and
PowerPoint work like this. As shown
here, yau may. see two'sets of upper-
rightwindaw controls, one just beneath
the other. The top one belongs to the
application; the one below it belongs to the document:
Here, if you close a document window, you don 't also quit
the program. :

40 Sales

|West
_ North

To help you navigate your various open windows, MDI

couple of reasons. First, it explains why
the taskbar sometimes displays only one
button for an entire program (such as
Word), butsometimes displays a button
for each open window in a program
(such as Internet Explorer). Second, it
explains why closing a window sametimes exits the applica-
tion (when'it's a single-document interface program), and
sometimes doesn't (when it's.an MDI program).
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Exiting Programs

When you exit, or quit, an application, the memory it was using is returned to the
Windows pot for use by other programs.

If you use a particular program several times a day, like a word processor or calendar
program, you'll save time in the long run by keeping it open all day long. (You can
always minimize its window to get it out of the way when you’re not using it.)

But if you're done using a program for the day, exit it, especially if it’s a memory-
hungry one like, say, Photoshop. Do so using one of these techniques:

* Choose File—Exit.

« Click the program window’s Close box, or double-click its Control-menu icon (at
the upper-left corner of the window).

* Right-click the program’s taskbar button and choose Close from the shortcut
menu.

« Press Alt+F4 to close the window you're in. (If it's a program that disappears entirely
when its last document window closes, you're home.)

« Press Alt+F, then X.

If you haven't yet saved the changes you've made to your document, the program
offers the chance to do so before it shuts down all the way. Finally, after this step, the
program’s windows, menus, and toolbars disappear, and you fall “down a layer” into
the window that was behind it.

When Programs Die

Windows XP itself may be a revolution in stability (at least if you're used to Windows
Me), but that doesn’t mean that programs never crash or freeze. They crash, all right.
It’s just that in XP, you rarely have to restart the computer as a result.

When something goes horribly wrong with a program, your primary interest is usu-
ally exiting it in order to get on with your life. But when a programs locks up (the
cursor moves, but menus and tool palettes don’t respond) or when a dialog box tells
you that a program has “failed to respond,” exiting may not be so easy. After all, how
do you choose File—Exit if the File menu itself doesn’t open?

As in past versions of Windows, the solution is to invoke the “three-fingered salute™
Ctrl+Alt+Delete. This keystroke summons the Task Manager, a special window shown
in Figure 6-2. Its Applications tab provides a list of every open program. Furthermore,
the Status column should make clear what you already know—that one of your
programs is ignoring you.

As shown in Figure 6-2, shutting down the troublesome program is fairly easy; just
click its name and then click the End Task button. (If yet another dialog box appears,
telling you that “This program is not responding,” click the End Now button.)
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When youjettison a recalcitrant program this way, Windows XP generally shuts down
the troublemaker gracefully, even offering you the chance to save unsaved changes
to your documents.

Tip: If even this treatment fails to close the program, you might have to slam the door the hard way. Click the
Processes tab, click the name of the program that's giving you grief, and then dlick the End Process button.
(The Processes list includes dozens of programs, including many that Windows XP runs behind the scenes.
Finding the abbreviated short name of the program may be the hardest part of this process.)

Any unsaved changes to your documents will be lost using this method—but at least the frozen program is
finally closed.

When
Programs Die

click End Task to put it out of its misery. Once

Figure 5-2; e [
As if you didn't know, one of these programs is Jndaus Josk Manoger
“not responding.” Highlight its name and then Flle Options View Windows ShutDown Help

Applications | Processes | Performance || Networking || Users |

the program disappears from the list, close

the Task Manager and get on with your life. B

You can even restart the same program right ‘ -
away-no harm done. 1 untited - Paint
[mSnagIt

£ Microsoft Excel - Bookl
@Ducument? - Microsoft Word

@A fish story - Microsoft Word
@Wurkjng Outline - Microsoft Word
@Gﬁogls - Microsoft Internet Explorer

G‘ Appearance and Themes

Status

Runnirg
Running

Mot Responding

Running
Running
Running
Running
Running

>

|
|

E End Task ,_] [ Switch To ] Lﬂew Task.., J |

Processes: 29 CPU Usage: 2% Commit Charge; 160356K | 3153

Saving Documents

In a few programs, such as the Calculator or Solitaire, you spend your time working
(or playing) in the lone application window. When you close the window, no trace
of your work remains.

Most programs, however, are designed to create documents—files that you can re-open
for further editing, send to other people, back up on another disk, and so on.

That’s why these programs offer File—Save and File—Open commands, which let
you preserve the work you've done, saving it onto the hard drive as a new file icon so
that you can return to it later.

CHAPTER 5: PROGRAMS AND DOCUMENTS

151

Lenovo EX-1006, Page 164

IPR2021-00822 (Lenovo Inc. v. LITL LLC.)



The Save File Dialog Box
When you choose File—Save for the first time, the computer shows you the dialog
box shown in Figure 5-3, in which you're supposed to type a file name, choose a
folder location, and specify the format for the file you're saving. Using the controls
| in this dialog box, you can specify exactly where you want to file your newly created
‘ document.

‘ Saving into My Documents
The first time you use the File—Save command to save a file, Windows proposes your
My Documents folder as the new home of the document yow've just created (Figure
5-3). Now you're free to navigate to some other folder location, as described in the
‘ next section. But the My Documents folder will suggest itself as the new-document
receptacle every time.

Tip: Many programs let you specify a different folder as the proposed location for saved (and reopened)
files. In Microsoft Word, for example, click Tools—Options—sFile Locations tab to change the default folders
for the documents you create, where your dlip art is stored, and so on.

UP TO SPEED

Sending an Error Report to Microsoft

Whenever Windows XP discovers that you have terminated
oiie program oF anofherinsame eccentricway--for example,
by usingtheTask Manager (See Figure 5-2)-a dialog boxthat
says, “Please tell Microsoft about this problem” appears.

software tools. The idea, of course, is to find trends that
emerge from studying hiundreds of thousands of such re-
potts, “Oh, my goodness, it iooks like people who own both
Speak-it Pra 5 and Beekeeper Plus who right-click a docu-
ment that's eurrently being
printed experience a sys-
tem lockup,” an engineer
might afnounce one cay.
- By analyzing tne system
glitches ofits customers en
masse, the company hopes
16 plapaint problems and
devise soffware palches

fyou dick the Send Error
Report button, your PC
connects to the Jaterhet
and sends an email re-
port back 1o Microsoft, the

WordPad MEC Application E

You chose to end the nonresponsive program. WordPad
MFC Application.

The program is not responding.

mother Shi?, pmwdzné ﬂ1e Plonsa 1ol Miigeals abiuh 5 prvblom:

e RS B We have created an enor repoit that you oan send to help us imprave:
< ey i . WordPad MFC Application. We wil isat this report as confidential and

detafls about Whatever was anarpmous.

To see what data this ertor teport contains, click here,

g0ing o1l &t the moment of
thefreere, crash, or prema-
ture fermination. (To see
exactly what information

Send Ever eport | [ DontSend |

with mtich greater effi-
ciency than before.

If you're wortied about

privacy, click Don't Send (or press Enter) each time this
happens-or turn off this errar-sending featiire completely,
as described o page 113.(Onithe other hand, ifyouire tiuly
concerned about privacy and Windaws XP, this particular
faatuire is probaby the least of your worries.)

you're about to send, dlick the “click here" link)

Microsoft swears Up and dawn that it doesn't do anvihing

with this information except to collate it into gigantic
clectronic databases, which it then analyzes tising spedial
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What's the benefit? First, using the My Documents folder ensures that your file won’t
fall accidentally into some deeply nested folder where you'll never see it again (a
common occurrence among first-time computer users). Instead, the newly minted
document will be waiting for you in the My Documents folder, which itself is very

Saving Documents

difficult to lose.

side of the Save As dialog box
provide quick access to the folders
where you're most likely to stash
newly created documents: the My

Figure 5-3: Back New Folder
Top: These buttons vary by ap- |
plication, but the basics always 5 ? i
help you navigate and view your o P T T, -
files and folders. L | l; H
Bottom: The buttons at the left

ot Up One Level  Views

Save Web Page

PGCL'H]EMS folder, the G'ESf_dOP Savein: | (&3 My Documents [ T e
itself, and so on. But by using the == -
“Save in:" drop-down list at the 2 Little Notions:
top of the screen, you can choose ‘; ‘) My Music
any folder you like. My Recent | |2y Pictures
Documents | |[22) The Great Estonian Novel
= 2 Trip
@ -E]Kansas City Star
Desktop
My Documents
My Computer | File name: ‘BarneyTheDinosaur,com N } E Save ]
‘e Save as type: ‘Web Page. complete (*.htm;*.htrl) iy‘} [ Cancel ]
3 Encoding: ‘Western European (150, %
My Network % el opet W‘

Second, it’s now very easy to make a backup copy of your important documents,
since they’re all in a single folder (which you can drag onto a backup disk in one
swift move).

There’s a third advantage, too: Whenever you use a program’s File—Open command,
Windows once again displays the contents of the My Documents folder. In other
words, the Documents folder saves you time both when creating a new file and when
retrieving it.
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Tip: 1f the Documents folder becomes cluttered, feel free to make subfolders inside it to hold your various
projects. You could even create a different default folder in My Documents for each program.

Saving Documents

And incidentally, you're not stuck with Microsoft's favorite four folders listed at the left side (My Documents,
Desktop, and so on). With a little help from TweakUl, a free program described on page 586, you can add
the icans of any favorite folders you'd like here,

Navigating in the Save As Dialog Box

If the My Documents method doesn’t strike your fancy, use the Save As dialog box’s
various controls to navigate your way into any folder. That’s the purpose of the “Save
in:” drop-down list at the top of the dialog box. It lists, and lets you jump to, any disk
or folder on your PC—or the desktop level, if that’s a more familiar landscape.

To save a new document onto, say, a Zip disk or floppy, choose the drive’s name from
this drop-down list before clicking the Save button. To save it into a folder within a disk,
simply double-click the successive nested folders until you reach the one you want.

Use the toolbar icons shown in Figure 5-3 to help you navigate, like this:

+ Back shows you the contents of the last folder you browsed. Click its tiny black
down-triangle button to see a drop-down list of folders you've opened recently
within this program.

Tip: In Microsoft Office, if you point to this button without clicking, a tooltip identifies the previous folder
by narme.

« Up One Level moves you up one level in your folder hierarchy (from seeing the My
Documents contents to the hard drive’s contents, for example). Keyboard shortcut:
the Backspace key.

GEM IN THE ROUGH

Why You See Document Names in Black

In the Save dislog box, Wincows XP displays a fist of Soth:
falders ond dociments (Gotuments that match the kind:

you're-abotit te save, thats).

Ii's easyto understand whyfolders appear--hefe: so that\jou

can double-dlick ane if yobt want to save your document

insicle it But why do docimients appear here? Afterall, youi
can’tvery well save adocument into-another document.

Doctiments are listed hiereso that you can perform one fairly
obscure stunt: Ifyou dick a documient's name, Windows XP
copies fts name into the 'File name" textbox at the botiom:
ofthe windew. That's a useful shortcut if you wantioreploce

an existing dacument With the new one You fe saviie: By
saving aenew fiie with he same name as the axisting one,
vau force Windows XP to averwnte it (after asking yotir

-perimission, of totirse).

This trick also redlces the amount of typing needed to'save

‘2 docuiment 10 Which you'Ve assigned a different version
number: For example, ifyou dick the Thesis Diaft 3.7 docu-
ent in the list, Windows copies that name into the “File
napme’ textbox; doing so keeps itseparsie fiomeatlier drafts.

To save your new document as Hesis Draft 3.2 you only
need to change one character (change the 1 to 2) before
ciicking the Save bifon.
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» Create New Folder creates a new folder in the current list of files and folders.

Windows asks you to name it.

* Views changes the way file listings look in this dialog box. Each time you click the
icon, you get a different view: List, Details, Thumbnails, and so on. (To choose
one of these views by name, use the drop-down list rather than clicking the icon

repeatedly.)

The list of view options here depends on the program you're using. In general, they
closely correspond to the View menu options described on page 74. But in some
programs, including Microsoft Office programs, you may receive a few additional
options—a choice of Large Icons or Small Icons, for example, or a Properties view
that divides the window in half, with the list of files and folders on the left, and
the properties (file size, date modified, and so on) of the highlighted icon on the

right.

In some programs (such as Microsoft Office), you may find a few additional buttons

across the top of the Save As dialog box, including:

UP TO SPEED

Dialog Box Basics

Ta the delight of the powerful Computer Keybeard lobby,
youlcan manipulate almost every elementof a Windows XP.
dialog box by pressing keys on the keyboard. If you're among
those who feel that using the mouse takes longer to do
something, you're in luck.

;
s : Page Set
The rule for navigating a dialog SEE2 P

box is simple; Press Tab to

Once you've highlighted a button or checkbox, simply press

the Space bar to “click” it. If you've opened a drop-down

list or set of mutually exclusive option buttons, or radio

buttons, press the up or down arrow key. (Tip: Cnce youi've
highlighted a drop-down list's
naime, you can also press the
F4 key to open it.)

jump from one set of options
to another, or Shift+Tab to
move backward. If the dialog
box has multiple tabs, like
the one shown here, press
Ctrl+Tab to "dlick” the nexttab,
or Ctrl+Shift+Tab to “clickthe

Each dialog box also contains
larger, rectangular buttons at
the bottom (OK and Cancel,
for example). Efficiency fans
should remember that tap-
ping the Enter key is always
the equivalent of clicking the

previous one.

Fach time you press Tab, the

PC's facus shifts to a different

control or set of controls. Windows reveals which element
has the focus using text highlighting (if it's a text box or
drop-down menu) or a dotted-line outline (if it's a button).
In the illustration shown here, the *Different odd and even”
checkbox has the focts.

default button—the one with

the darkened or thickened

outline {the OK button in the
iflustration here). And pressing Esc almost always means
Cancel (or “Close this box").

Finally, remember that you can jump to a particular control
or area of the dialog box by pressing the Alt key along with
the corresponding underlined letter key.
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Saving Documents « Search the Web closes the Save As dialog box, opens your browser, connects to the
Internet, and prepares to search the Internet. (Next assignment: To figure out why
you'd want to search the Web at the moment of saving your document.)

* Delete flings a highlighted file or folder into the Recycle Bin.

« Tools is drop-down menu that offers some very useful commands, including Delete
and Rename, that let you manage your files right from within this dialog box. Add
to Favorites creates a shortcut of the highlighted disk, server, folder, or file in your
Favorites folder, so that you don’t have to burrow through your folders every time
you want access; instead, just click the Favorites folder icon, which also appears
in the Save As dialog boxes of Office programs, to see everything you've stashed
there. The Properties command lets you see an icon’s description and stats.

Map Network Drive lets you assign a drive letter (such as G:) to a folder that’s
on another PC of your network. Having that folder appear on your screen as just
another disk makes it much easier to find, open, and manage. (See Chapter 18 for
more on sharing networked folders.)

Navigating the List by Keyboard
When the Save As dialog box first appears, the “File name” text box is automatically
selected so that you can type a name for the newly created document.

But as noted earlier in this chapter, a Windows dialog box is elaborately rigged for
keyboard control. In addition to the standard Tab/Space bar controls, a few special
keys work only within the list of files and folders. Start by pressing Shift+Tab (to
shift Windows’ attention from the “File name” text box to the list of files and folders)
and then:

» Press various letter keys to highlight the corresponding file and folder icons. To
highlight the Program Files folder, for example, you could type PR. (If you type
too slowly, your key presses will be interpreted as separate initiatives—highlighting
first the People folder and then the Rodents folder, for example.)

» Press the Page Up or Page Down keys to scroll the list up or down. Press Home or
End to highlight the top or bottom item in the list.

» Press the arrow keys (up or down) to highlight successive icons in the list.

» When a folder (or file) is highlighted, you can open it by pressing the Enter key
(or double-clicking its icon, or clicking the Open button).

The File Format Drop-Down Menu

The Save As dialog box in many programs offers a menu of file formats (usually re-
ferred to as the file type) below the “File name” text box. Use this drop-down menu
when preparing a document for use by somebody whose computer doesn’t have the
same software.
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For example, if you've typed something in Microsoft Word, you can use this menu to
generate a Web page document or a Rich Text Format document that you can open
with almost any standard word processor or page-layout program.

Saving Documents

Closing Documents

You close a document window just as you'd close any window, as described in Chapter
2: by clicking the close box (marked by an X) in the upper-right corner of the win-
dow, by double-clicking the Control-menu icon just to the left of the File menu, or
by pressing Alt+F4. If you've done any work to the document since the last time you
saved it, Windows offers a “Save changes?” dialog box as a reminder.

As described on page 72, sometimes closing the window also exits the application,
and sometimes the application remains running, even with no document windows
open. And in a few really bizarre cases, it’s possible to exit an application (such as
Outlook Express) while a document window (an email message) remains open on
the screen, lingering and abandoned!

The Open Dialog Box

To reopen a document you've already saved and named, you can pursue any of these
avenues:

* Open your My Documents folder (or whichever folder contains the saved file).
Double-click the file’s icon.

« If you've opened the document recently, choose its name from the Start—My Recent
Documents menu. (If you don’t see this command, simply install it as described
on page 52.)

» If you're already in the program that created the document, choose File—Open—or
check the bottom of the File menu. Many programs add a list of recently opened
files to the File menu, so that you can choose its name to re-open it.

UP TO SPEED

Playing Favorites

Most people think of Favorites as Internet Explorer’s version
of “bookmarks”—a list of Web sites that you've designated
as worth returning to. But Windows XP lets you designate
; anything as a favorite—a folder you open often, a document

for example), you can highlight an icon'and then choose
Favorites—Add to Favorites.

Later, when you want to open a Favorite icon, you ¢an do so

you consult every day, a program, and so on.

You can designate a particular icon as a Favorite in any of
several ways. For example, in the Save As or Open dialog
box of Microsoft Office programs, you can use the Add to
Favorites command. In a desktop window (Windows Explorer,

using an equally generous assortment of methods: choose
from the Start—Favorites menu ; choose File—Open (from
within a program) and click the Favorites folder or icon;
choose from the Favorites menu of any desktop window;
and so on.
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Closing Documents * Type (or browse for) the document’s path and name into the Start—Run box or
into a folder window’s Address toolbar.

The Open dialog box looks almost identical to the Save As dialog box. The big change:
The navigational drop-down list at the top of the window now says “Look in” instead
of “Save in.”

Once again, you start out by perusing the contents of your My Documents folder.
Here, you may find that beginning your navigation by choosing Look In—My Com-
puter offers a useful overview of your PC when you're searching for a particular file.
Here, too, you can open a folder or disk by double-clicking its name in the list, or by
pressing the keystrokes described in the previous section. And once again, you can
press Backspace to back out of a folder that you've opened.

When you've finally located the file you want to open, double-click it or highlight it
(from the keyboard, if you like), and then press Enter.

In general, most people don’t encounter the Open dialog box nearly as often as the
Save As dialog box. That’s because Windows offers many more convenient ways to
open a file (double-clicking its icon, choosing its name from the Start—My Docu-
ments command, and so on), but only a single way to save a new file.

Moving Data Between Documents

You can’t paste a picture into your Web browser, and you can’t paste MIDI music
information into your word processor. But you can put graphics into your word
processor, paste movies into your database, insert text into Photoshop, and combine
a surprising variety of seemingly dissimilar kinds of data. And you can transfer text
from Web pages, email messages, and word processing documents to other email
and word processing files; in fact, that’s one of the most frequently performed tasks
in all of computing.

Cut, Copy, and Paste

Most experienced PC users have learned to quickly trigger the Cut, Copy, and Paste
commands from the keyboard—without even thinking. Figure 5-4 provides a re-
cap.

Bear in mind that you can cut and copy highlighted material in any of three ways: First,
you can use the Cut and Copy commands in the Edit menu; second, you can press
Ctrl+X (for Cut) or Ctrl+C (for Copy); and third, you can right-click the highlighted
material and choose Cut or Copy from the shortcut menu.

When you do so, the PC memorizes the highlighted material, socking it away on an
invisible storage pad called the Clipboard. If you choose Copy, nothing visible happens;
if you choose Cut, the highlighted material disappears from the original document.

At this point, you must take it on faith that the Cut or Copy command actually
worked. (Windows XP no longer automatically pops open the Clipboard Viewer, as
did previous Windows versions.)
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Pasting copied or cut material, once again, is something you can do either from a
menu (choose Edit—Paste), by right-clicking and choosing Paste from the shortcut
menu, or from the keyboard (press Ctrl+V).

The most recently cut or copied material remains on your Clipboard even after you
paste, making it possible to paste the same blob repeatedly. Such a trick can be useful
when, for example, you've designed a business card in your drawing program and
want to duplicate it enough times to fill a letter-sized printout. On the other hand,
whenever you next copy or cut something, whatever was previously on the Clipboard
is lost forever.

Moving Data
Between Documents

5

e

Figure 5-4: 3 Guenslan o Yerming < Conlitars (applicatian for enic

Suppose you want to email F_£08 it b T A

some text on a Web page to SO R IR ) S R gleni S5 T | o

a friend. Queensland emu farming = '
Conditions of application for emu farm Heence e it o

Left: Start by dragging through

7 4 Paul Kent, Queenaland Foulry Resaarch and Develcpment Cortre, DPI

it and then choosing Copy from o g [ 5

the shortcut menu (or choosing
Edit—Copy). Now switch to
your email program and paste

V¥t vt the words. s o i apjiiai s & svorti s Wall itk n thie faniin
oy b Disom s resakoiandise,

Larry: As promised, here's the Information an Emu
Farming. | must admit that | never would have
guessed this 1o be your naxt career after that Enron
business, but best of luck. --Frank

it into an outgoing message o S

(right). e
Select A1

Print. Font,..
All aplicants shauld, hawsver, bo awara thal orly pidfierics containinga Paragrach...
k = Increase Indsek
Decranse Indent 3
| sileunim el @
Drag-and-Drop

As useful and popular as it is, the Copy/Paste routine doesn’t win any awards for speed;
after all, it requires four steps. In many cases, you can replace that routine with the
far more direct (and enjoyable) drag-and-drop method. Figure 5-5 illustrates how
it works.

Tip: To drag highlighted material offscreen, drag the cursor until it approaches the top or bottom edge of
the window. The document scrolls automatically; as you approach the destination, jerk the mouse away from
the edge of the window to stop the scrolling.

Several of the built-in Windows XP programs work with the drag-and-drop technique,
including WordPad and Outlook Express. Most popular commercial programs of-
fer the drag-and-drop feature, too, including email programs and word processors,
America Online, Microsoft Office programs, and so on.

As illustrated in Figure 5-5, drag-and-drop is ideal for transferring material between
windows or between programs. It’s especially useful when you've already copied
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Moving Data
Between Documents

something valuable to your Clipboard, since drag-and-drop doesn’t involve (and
doesn’t erase) the Clipboard.

Its most popular use, however, is rearranging the text in a single document. In, say,
‘Word or WordPad, you can rearrange entire sections, paragraphs, sentences, or even
individual letters, just by dragging them—a terrific editing technique.

Tip: Using drag-and-drop to move highlighted text within a document also deletes the text from its original
location. By pressing Ctrl as you drag, however, you make a copy of the highlighted text.

And hus bunien w

Few people ever expected O'Keen to triumph over the F_ew peopls ever expected O'Keen to triumph over the ﬁgﬂf? 5'5-' B
Beast; he was tired, sweaty, and missing three of s four Bcasr, he was tired, sweaty, and missing three of his four Ch'(_k in [’he mm'd,'e ofsame
Batslowly, gradually, he began to focus, pointing | limbs. BEE b But slowly, hrghllghted fext (I’Eft) and

qining index finger toward the lumbering gradually, he L
ad my wife for lunch” O'Keen muttered | index finger toward the lumbering animal “You had my drag it into anatherplace

h *Wow I'm going to have yours.” wife for lunch,” O'Keen muttered between clenched teeth § w."thin fhE document-into

A3 acting up again

Gne remaining

“Now I'm going to have yours.”

a different window or

program (right).

Drag-and-drop to the desktop
Figure 5-6 demonstrates how to drag text or graphics out of your document windows
and directly onto the desktop. There your dragged material becomes an icon—a

Scrap file.

File Edit Yew Insert Fgrmal: _Iools

Figure 5-6:
A Scrap file will appear
when you drag material

Table Window  Help

»r the words emu or emus appear those words shall mean the tagon
s Drarnaius novaehollandiae,

cants should, however, be aware that only properties containing

Eeuzd | 2

Page i Secl

out of the document win-
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EmEnss ¢ kind of material contained

D within, as shown here at

= left. You can view a clipping

Jjust by double-clicking it, so
that it opens info its own
window (right).

L in4 Coll REC
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When you drag a clipping from your desktop back into an application window, the
material in that clipping reappears. Drag-and-drop, in other words, is a convenient
and powerful feature; it lets you treat your desktop itself as a giant, computer-wide
pasteboard—an area where you can temporarily stash pieces of text or graphics as
you work.
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Tip: You can drag a Scrap file onto a document's taskbar button, too. Don't release the mouse button yet.
In a moment, the corresponding document window appears, so that you can continue your dragging opera-
tion until the cursor points to where you want the Scrap file to appear. Now release the mouse; the Scrap
material appears in the document.

Moving Data
Between Documents

In Microsoft Office applications, this works with entire document icons, too. You can drag one Word file into
another’s window to insert its contents there.

Insert Object (OLE)

Here’s yet another relative of the Copy and Paste duo: the Insert Object command,
which is available—although usually ignored—in many Windows programs. (You
may hear it referred to as Object Linking and Embedding technology, or OLE, or
even “oh-LAY.”)

Using this feature, you can insert material from one OLE-compatible program (like
Paint) into a document running in another (like Word). When you click the painting, in
this example, Word’s menus change to those of the campaign program, so that you can
edit the graphic. When you click off the graphic, the familiar Word menus return.

In general, OLE never became the hit that Microsoft hoped, probably because it can
be flaky if you don’t have a fast machine with a lot of memory. Still, if the idea of
self-updating inserted material intrigues you, here’s how to try it:

FREQUENTLY ASKED QUESTION

When Formatting Is Lost

How come pasted text doesn't always look the same as
what | copied?

When you copy text from Internet Explorer, for example, and
then paste it into another program, stich as Word, you may
be alarmed to note that the formatting of that text (bold, italic,
font size, font color, and so on) doesn't reappear intact. In
fact, the pasted material may not even inherit the current
font settings in the word processor. There could be several
reasons for this problem.

For example, not every program offers text formatting—Note-
pad among them. And the Copy command in'scme pro-
grams (such as Web browsers) doesn't pick up the formatting
along with the text. So when you copy something from
Internet Explorer and: paste it into Word or WordPad, you
may get plain unformatted text. (There is some good news
along these lines, however. Word XP maintains formatting
pasted from the latest Internet Explorer.)

Finally, a note on text wrapping. Thanks to limitations built
into the architecture of the Internet, email messages aren't
like word processor documents. The text doesn't flow con-
tinuously from one line of a paragraph to the next, such that
it reflows when you adjust the window size. Instead, email
programs insert a press of the Enter key at the end of each
line within'a paragraph.

Most of the time, you don't even notice that your messages
consist of dozens of one-line *paragraphs”; when you see
them in the email program, you can't tell the difference.
But if you paste an email message into a word processor,
the difference becomes painfully apparent—especially if you
then attempt to adjust the margins.

To fix the text, delete the invisible carriage return at the end
of each line. (Veteran PC users sometimes use the word
processor's search-and-replace function for this purpose.)
Or, if you just need a quick look, reduce the point size (or
widen the margin) until the text no longer wraps.
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Moving Data
Between Documents

1. Create a document in a program that offers OLE features.

Some programs that do: Excel, Word, WordPad, PowerPoint, and Paint.

. Click to indicate where you want the inserted object to appear. Choose Insert—

Object.

(Insert—Object is the menu wording in Microsoft Office programs; its location
may differ in other programs.)

Now an Object dialog box appears, offering two tabs: Create New, which creates
a new graph, picture, spreadsheet, or other embedded element; and Create from
File, which imports a document you’ve already created (using, for example, Excel,
Paint, Graph, or Imaging).

If you choose Create from File, a “Link to file” checkbox appears (Figure 5-7). It
determines whether the inserted material will be embedded or (if you turn on the
checkbox) linked. If you choose to link the inserted material, the fun begins. Now
you can make changes in the original document and watch the revision appear
automatically in any documents to which it’s been linked.

Result

Figure 5-7;

Top: You can insert many
Create New | Craate from Eis | kinds of “objects” into
Object type: a Word or WordPad
Bitmap 1 . :
CA?:ED::EIEWQ Class il d,?chme”t' a Paint ﬁle
Mede oy 1 (“Bitmap Image”), Image
Microzoft Eveel Chart - - =
et Ziral wockehed S T Document (something
T ot i L you've scanned), an Excel
Vicrosoft PowerPaint Side Ha e spreadsheet (“Work-

. Inserts a new Microsoft

your document.,

"Id Settings\Chris OlsoniMy DocumentsiMars Landscape. ipg Browse... Sheem and so on.

% GiktoTiel Bottom: You may prefer to
%«xﬂm asicon slap an entire existing file
into the middle of the one

you're now editing. Do

pet that using the Create from

Inserts the contents of the file into your

N=] ) document shorta he sour
i oty s v e
in your document.

File tab. Turn on “Link to
file” if you want the data

to update jtself when
-“ . the source file is edited
. b ‘C“d —1  separately.
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3. Choose the kind of data you want to create, and click OK.

You've successfully embedded or linked new information. To edit the document,
just double-click it; the menus and palettes you need to modify this info reappear.
(If you're linked to a separate document, double-clicking the embedded object .
actually opens that other document.)
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EXPOI‘!/]II'IPOI"[ Moving Data
When it comes to transferring large chunks of information from one program to e e

another—especially address books, spreadsheet cells, and database records—none
of the data-transfer methods described so far in this chapter do the trick. For these ‘
purposes, use the Export and Import commands found in the File menu of almost
every database, spreadsheet, email, and address-book program.

These Export/Import commands aren’t part of Windows, so the manuals or help
screens of the applications in question should be your source for instructions. For
now, however, the power and convenience of this feature are worth noting: Because
of these commands, your four years’ worth of collected names and addresses in, say,
an old address-book program can find its way into a newer program, such as Palm
Desktop, in a matter of minutes.

Filename Extensions

Every operating system needs a mechanism to associate documents with the applica-
tions that created them. When you double-click a Microsoft Word document icon,
for example, Word launches and opens the document.

POWER USERS’ CLINIC

ClipBook Viewer: The Missing Manual

The ClipBook Viewer of previous Windows versions is still  File—>Save As. Name and save the scrap of information
available in Windows XP; it's just hidden. To openit, choose  you've copied, and then click Save. You can save as many
Start—Run, type Ciipbrd.exe, then press Enter. files as you want and then retrieve then later (as long as you

: : emember where you stored them).
As you cut or copy. information (from a word processar, 2 ¥ item)

Web page, or whatever), it shows up in the Ciipboard win-  Of course, the purpose of saving them isn't just to give your
dow within the ClipBook fingers some exercise;
Viewer. Normally, cutting ~# ciiphook Viewsr EIE®  the whole point is that
or copying anything new. | Sl mlml <l EElE you (or someone else)
replaceswhatwasonthe  wcipprs can retrieve them later

Clipboard before—but iRl bl i ikl to use in documents.

. o] lar basis, b 1i: i ingl d
that'swherethe ClipBook  stirwphdtmatiueietirbise Suli-ptiseisiaicig <uchin Here goes:

Viewer comesintoplay. It |8 e
lets you save the current
Clipboard contents, so
thatyou can re-use them
fater or share them with
other people.

To retrieve a Clipboard:

In‘the ClipBook Viewer,

chaaose File—0pen. Lo-

cate the scrap you saved

earlier, open it, and OK
the vaporization of the current clipboard. Switch back into
To save a Clipboard: Once ClipBook Viewer is open, choose  any other. program; you're ready to paste the retrieved
miaterial.
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intoplay.lt
intoplay.lt

Filename
Extensions

letters long. Here are some common examples:

When you double-click this icon ...
Fishing trip.doc

Quarterly results.xls

Home page.htm

Agenda.wpd

A home movie.avi

Animation.dir

In Windows, every document comes complete with a normally invisible filename
extension (or just file extension)—a period followed by a suffix that’s usually three

... this program opens it
Microsoft Word

Microsoft Excel

Internet Explorer

Corel WordPerfect
Windows Media Player
Macromedia Director

Tip: For an exhaustive list of every file extension on the planet, visitwwwwhatis.com; click the link for “Every

File Format in the World.”

Behind the scenes, Windows maintains a massive table that lists every extension and
the program that “owns” it. To see this list, choose Tools—Folder Options from the
menu bar of any folder window. When the Folder Options box appears, simply click

the File Types tab (Figure 5-8).

| General | View

Figure 5-8:

Tﬁ;ﬁ?&;fﬂlﬂme Files

Registered file types:

| Estensions

= " Animated Cursor
| Easa  AsAFie
| @uIASF Windows Media Audio/Video file
| ASP A5P File
= b d
| acy Vit b A At e salbe vy il

(Elare Al

Fie Types SE =]

Petais for AIFF extension

Opens with;

Files with estension 'AIFF" are of type 'AIFF Format Sound', To
change settings that affect all ‘AIFF Format Sound' files, click

Advanced.

% ‘Windows Media Player

E. OK | Cancel Aprly

Each software program you install must register the

file types it uses. The link between the file type and the
program is called an association. This dialog box displays
the icon for each file type and an explanation of the

g selected listing. In this example, the box tells you that

= sound files with the suffix .aiff open in Windows Media

; Player when double-clicked.
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whatis.com
whatis.com

Displaying Filename Extensions

It’s possible to live a long and happy life without knowing much about these exten-
sions. Indeed, because file extensions don’t feel very user-friendly, Microsoft designed
Windows to hide the suffixes on most icons (see Figure 5-9). If you're new to Windows,
and haven’t poked around inside the folders on your hard drive much, you may never

Filename
Extensions

even have seen them.

Figure 5-9:

Windows lets you see the
filename extensions only
when it doesn’t recognize
them.

Right: If Windows recog-
nizes the filename exten-
sion on an icon, it hides
the extension (look closely
at the filenames).

Left: You can ask Windows
to display all extensions,
all the time.
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Some people appreciate the way Windows hides the extensions, because the screen
becomes less cluttered and less technical-looking. Others make a good argument for
the Windows 3.1 days, when every icon appeared with its suffix.

For example, in a single Desktop window, suppose one day you discover that three
icons all seem to have exactly the same name: PieThrower. Only by making filename
extensions appear would you discover the answer to the mystery: that is, one of them
might be called PieThrower.ini, another is an Internet-based software updater called
PieThrower.upd, and the third is the actual PieThrower program, PieThrower.exe.

One way to make sense of such situations is simply to look at the window in De-
tails view (right-click in the window and choose View—Details from the shortcut
menu,).

But that’s too easy. To fully breathe in Windows technology, you can instruct Windows
to reveal the file suffixes on all icons. To do so, choose Tools—Folder Options from
any folder window’s menu bar. In the Folder Options dialog box, click the View tab.
Turn off “Hide extensions for known file types,” and then click OK.

Now the filename extensions for all icons appear.
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Filename
Extensions

Tip: Even if you prefer to hide most file extensions, you may still want one particular type of document to
appear on the screen with file extensions. For example, when working on a Web site, you may want to check
whether the suffixes of your Web page documents are .Atm or .html,

In these situations, choose Tools— Folder Options in any Desktop window. Click the File Types tab (see Figure
5-8). Scroll down to the file extension you want to make visible, click it, click the Advanced button, and—in the
Edit File Type dialog box—turn on "Always show extension.” Click O, and then click the Close button.

Hooking up a File Extension to a Different Program

Windows XP comes with several programs (Notepad and WordPad, for example)
that can open text files with the extension .txt. And Windows also comes with several
programs (Paint, Imaging, Internet Explorer) that can open JPEG picture files with
the extension .jpg. So how does it decide which program to open when you double-
click a .txt or .jpg file?

Windows comes with its own extension-to-application pairing list, as depicted in
Figure 5-8. But at any time, you can reassign a particular file type (file extension) to
a different application. Having just bought Photoshop, for example, you might want
it to open up your JPEG files, rather than Windows Picture and Fax Viewer.

The long way to perform this reassignment surgery is to use the File Types tab of the
Folder Options dialog box shown in Figure 5-8. Click the file type you want to change,
click the Change button, and then proceed as shown in Figure 5-10.

Figure 5-10;
-9 Choose the ‘am you want to.use ko this flet Left: Windows ’S pfepﬂfed
d R Ly oy S to show you a list of every
o e program that can open
e the mystery file. Scroll
By Recommeriied Preorsinst @ Open | through the list of installed
3 \ :::’t : programs to SEIEC!‘ the one
| &) other Progrems: | EEEETEED B v vord you want. By turning on
| et g E S the checkbox at the bottom
§ Sch of the dialog box, you cre-
| R ate a file association that
T AL S A e will handle similar files
Deloto (those with the same file
| Renane | extension) in the future.
151 progamyou want ok the st o on yourconputer o4 can sk L Right: A shortcut to the
R S dialog box shown at left is
the Open With—Choose
Program shortcut menu.

Here’s the short way: Right-click the icon of the file that needs a new parent program.
In the shortcut menu, you'll see a command called Open With. As shown at right in
Figure 5-10, it may offer a submenu that lists the programs capable of opening the
file. If the submenu isn’t offered—or if you bypass these proposals and select Choose
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Program from the submenu—Windows presents the Open With dialog box shown Filename
at left in Figure 5-10. Just find, and double-click, the name of the program you now Extensions
want to open this kind of file.

As you do so, be sure to check the status of the checkbox below the list, which says,
“Always use the selected program to open this kind of file” If that checkbox is on,
then all files of this type (.jpg, for example) will open in the newly selected applica-
tion from now on. If the checkbox is off, then the new application will open only this
.Jjpg file—just this once.

Tip: This technique is an effective cure if you've made a file association by mistake, or when a newly installed
program performs the dreaded Windows Power Grab, claiming a particular file type for itself without asking
you.

Creating Your Own File Associations

Every now and then, you might try to open a mystery icon—one whose extension is
missing, or whose extension Windows doesn’t recognize. In that case, the dialog box
shown in Figure 5-11 will appear. Maybe you've tried to double-click a document
sent to you by a Macintosh fan (many Macintosh files lack file extensions), or maybe
you're opening a document belonging to an old DOS program that doesn’t know
about the Windows file-association feature.

Figure 5-11:

Left: Sometimes Windows :

doesn’t know what to do d Wieows et ayen Hie el

Wlth an fCOﬂ yDU'VE]’USf File:  Access numbers for US areacods.dat

-cli 3 To open this file, Windows needs to know what program created It, Windows |
double-clicked. To o s e Widors st o it o o, v |
Prograins on your computer. e,

Open With

Right: Use this window

What do you want ta do?
g,’o‘::{‘%cgt ;}'llgr;%(;énryf?,;e (3 Use tha Web servica to find the appropriats program J €hoosa s progtar yol wank to Use to ogen thi Fles
It's sometimes useful to Dizsct e propamfron Skt ﬁm::': et
associate a particular et e
document type with a pro- {oc] ief
gram that didn't create it, . | [] Microsoft Excel
by the way. For example, Microsoft Word
if you double-click a text B totepad
file, and the Open With W Pant == "
dialog box appears, you [ amays use the seizcted program to cpen ths kind of s
might decide that you Browsa. .
want such documents to
open automatically into B I nptery Yol o o
WordPad.
Cence
In any case, Windows offers you two different buttons: 1
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Filename + Select the program from a list. Windows displays a dialog box that looks a lot like
Extensions the one at right in Figure 5-11. Click the name of the program you want, and then
turn on “Always use the selected program to open this kind of file,” if you like.

« Use the Web service to find the appropriate program. In other words, Windows
will take your PC onto the Internet and look up the mystery file extension on the
Microsoft Web site.

Fun with File Associations

The File Types tab on the Folder Options dialog box shown in Figure 5-8 provides
an excellent display of the icons, file extensions, and descriptions of your various file
types. As noted earlier, it also offers the New button, which lets you tell Windows
about new file types, and the Change button, which lets you reassign an existing file
type to a different program.

At the bottom of the box, though, is an Advanced button. When you click it, the dialog
box shown at top left in Figure 5-12 appears. This box contains a few tweaky settings
that could come in handy someday. For example:

+ Change the icon. By itself, Windows doesn’t let you change the icon for just one file.
But you can change the icon for a particular file type (JPEG files, for example).

GALFile e a3 B I Figure5-12:

L = B G| 7P et The Advanced box
— lets you make even more
o e | | Gecisions about each file
2n icon From the Jist | H H H
RS u .| typeon your PC, including its
printo Mot | g f';] ‘| auto-downloading behavior,

(T || double-click behavior, and
53 B4 | (attopright) even its icon.

| [etpefeut | | "‘j ' Bottom feft: In the top box,
[ Confirm open after danricsd e i1 type the name for the new
(] Abways show extension L i—— | shortcut-menu command
e e you want to create. Then
e ] click Browse to choose the
program file for Photoshop
- itself. (Alternatively, you
oA could type the path to the
| g°°" :n :a:n:Sh | Photoshop prag:;:m into the
Rl “Application used to perform
- action” text box,) Either way,
] add a space and then %]1
to the end of the pathname
shown in the lower box—a
reference to the file being
opened.

Bottom right: A doctored
shortcut menu at work.

= Look for kcons in this Fils:
§i  FeGimege [change Icon... | T—

New Action

i S =
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To do so, click Change Icon. Windows offers you a handful of replacement icons
for the kind of file you're editing (Figure 5-12, top right). If you don’t see a good
one, click Browse. You'll be offered a Change Icon dialog box, which you can use to
navigate to the folder containing a program that may contain better icons (details
on page 117).

* Make it open after downloading. If you turn on “Confirm open after download,”
files of this type will automatically open, as though magically double-clicked,
whenever you download one from the Internet. You might want to turn this option
on for compressed file types (.zip, for example), so that they unpack themselves
automatically. (But avoid turning on this option for file types that may contain
viruses, such as .exe, .vbs, or .bat.)

+ Change what happens when you double-click it. In the Actions list, you'll see a
list of things that might happen when you double-click an icon: open (open) and
printto (print), for example.

Of course, icons almost always open when you double-click them. But by highlight-
ing one of the other Actions listed here (if, indeed, Windows gives you a choice
for this file type) and then clicking Set Default, you can establish a new behavior
for the file that you double-click. For example, you might want the JPEG files to
print automatically when double-clicked. (Well, maybe that’s not such a great
example.)

* Edit its shortcut menu. When you right-click an icon, Windows displays a short-
cut menu containing commands like Open, Print, and so on. If you click the New
button, you get the New Action dialog box, where you can add a new command
to the shortcut menu of files of this type.

You can’t exactly go wild here, adding shortcut-menu commands like Email to
Uncle Joe, Backdate 30 Days, and so on. In fact, all you can really do is add com-
mands—for example, Open in Photoshop—that open the selected file in a certain
program. Figure 5-12 (bottom left) illustrates how it’s done.

Tip: Placing an ampersand (&) symbol into the shortcut-menu command, as shown at lower left in Figure
5-12, creates an underlined shortcut key, as shown at lower right.

Installing Software

Today, almost all new software comes to your PC from one of two sources: a CD or
the Internet. The era of floppy-disk installers is over; you'd need a wheelbarrow to
hold all the floppies required to install the average program these days.

Modern software usually comes with an installer program that’s designed to transfer
the software files to the correct places on your hard drive. The installer also adds the
new program’s name to the Start—All Programs menu, tells Windows about the
kinds of files (file extensions) it can open, and makes certain changes to your registry
(Appendix C).
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The Pre-Installation Checklist

You can often get away with blindly installing some new program without heeding
the checklist below. But for the healthiest PC and the least time on hold with tech
support, answer these questions before you install anything:

* Are you an administrator? Windows XP derives part of its security and stability
by handling new software installations with suspicion. For example, you can’t
install most programs unless you have an administrator account (see page 492).
(The exception: You may be able to install new software if you upgraded your PC
from a copy of Windows 2000 on a corporate network, and your account was in
the Power Users group.)

If you have only a normal account, most attempts to install new software crash
and burn with some kind of error message. (If it’s a relatively new program, the
message might make sense: “To install this program, you must be an administra-
tor or have administrator approval.” Programs that predate Windows XP, on the
other hand, may chug along happily for about a minute before conking out with
some bizarre message of confusion.)

Does it run in Windows XP? Windows XP is compatible with far more programs
than Windows 2000 was—but far fewer than, say, Windows 98 or Windows Me.

If the software or its Web site specifically says it’s compatible with Windows XP,
great. Install away. Otherwise, consult the Microseft Web site, which includes a
list—not a complete one, but a long one—of all XP-compatible programs. (The
easiest way to get there is to choose Start—Help and Support, then click the “Find
compatible hardware and software for Windows XP” link.)

Tijp: See "Older Programs"” later in this chapter for compatibility tips.

* Is the coast clear? Exit all your open programs. (One quick way: Right-click the
buttons on the taskbar, one at a time, and choose Close from the shortcut menu.)
You should also turn off your virus-scanning software, which may take the arrival
of your new software the wrong way.

» Am I prepared to backtrack? If you're at all concerned about the health and safety
of the software you’re about to install, remember that the System Restore feature
(page 451) takes an automatic snapshot of your Windows system just before any
new software installation. If the new program you’ve installed turns out to be a bit
hostile, you can rewind your system to its current happier working condition, in the
process wiping out every trace of damage (and software) that you've introduced.

Installing Software from a CD

Most commercial software these days comes on a CD. On each one is a program called
Setup, which, on most installation CDs, runs automatically when you insert the disk
into the machine. You’re witnessing the AutoPlay feature at work.
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If Autoplay is working, a few seconds after you insert the CD into your drive, the hour- Installing Software
glass cursor appears. A few seconds later, the Welcome screen for your new software —
appears, and you may be asked to answer a few onscreen questions (for example, to

specify the folder into which you want the new program installed). Along the way,

the program may ask you to type in a serial number, which is usually on a sticker on

the CD envelope or the registration card.

If the last installer window has a Finish button, click it. The installation program
transfers the software files to your hard drive. When it’s all over, you may be asked to
restart the machine. In any case, open the Start menu; a yellow “New programs have
been installed” balloon appears next to the All Programs button. If you click there,
the program’s name appears highlighted in orange, and your Start—All Programs
menu is now ready for action.

Installing software using “Add or Remove Programs”

Windows XP offers a second, more universal installation method: the greatly im-
proved, but still ingeniously named, “Add or Remove Programs” program. To see it,
open Start—Control Panel—+Add or Remove Programs.

This listing shows every program on your PC—well, at least those that were installed
using a standard Windows installer. Click the name of one to expand its “panel,” a

POWER USERS" CLINIC

Who Gets the Software?

As you're probably becoming increasingly: aware, Micro-  knows that the program exists.
soft designed Windows XP from Day | to be a multi-user
operating system, in which each person who logs in enjoys
an independent environment—from the desktop pattern to
the email In Outlook Express. The question arises: When
someone installs the new program, does every account  Second, you may be able to get away with moving the
holder have equal accessto it? program'’s shortcut from your own personal account folder
tothe corresponding location in the All Users folder. As you'll
read later in this book, Windows XP actually maintains two
different types of Programs folders: one that's shared by ev-
erybody, and another for each individual account holder.

In'that case, youican proceed in either of two ways, First,
you can simply log in to each account, one after another,
reinstalling the program for each account.

In general, the answer is yes. If an administrator (page 492)
installs a new program, a shortcut winds up in the Local Disk
(C)-»Documents and Settings—All Users—Start Menu—s
Programs folder. In other words, a newly installed program
generally shows up on the Start—All Programs menu of  Here's where that information pays off: Open your Start—
every account holder. All Programs menu; right-click the name of the program you
want everyone to be able to access, and choose Copy from
the shortcut menu. Now right-click the Start menu; from the
shortcut menu, choose Open All Users. In the window that
appears, right-click the Programs folder and choose Paste
from the shortcut menu. The program now appears on the
Also occasionally, certain programis mightjustinstallsoftware  Start menu of everybody who uses the machine.

into your own account, so that nobody else who logs in even

Occasionally, a program’s installer may offer you a choice:
Install the new software so that it's available either to
everybody or only to you, the currently logged-in account
holder, :
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Installing Software

thick gray bar that shows you how much disk space the program takes, when you
last used it, and so on.

Tip: Some programs include a “Click here for support information” link, which produces a little window
revealing the name, Web site, and sometimes the phone number of the software company responsible for
the software in question.

Use “Add or Remove Programs” whenever the usual auto-starting CD installation
routine doesn’t apply—for example, when the CD hasn’t been programmed for
AutoPlay, when the installer comes on floppy disks (remember those?), or when the
installer is somewhere else on your office network.

To make it work, insert the floppy disk or CD that contains the software you want
to install. Then click the Add New Programs button at the left side of the window.
Finally, click the CD or Floppy button to make Windows look around for the Setup
program on the disk or CD you've inserted. If the technology gods are smiling, the
installation process now begins, exactly as described above.

Installing Downloaded Software

The files you download from the Internet (see Figure 5-13) usually aren’t ready-to-
use, double-clickable applications. Instead, almost all of them arrive on your PC in
the form of a compressed file, with all the software pieces crammed together into a
single, easily downloaded icon. The first step in savoring your downloaded delights
is restoring this compressed file to its natural state, as described on page 129.

:Fife Download

",:J You are downloading the file:
Y

chessrally2 exe from www,chessrally,com

Would vou like to open the file or save it to pour computer?

Figure 5-13:

You can find thousands of Win-
dows programs (demos, free
programs, and shareware) at
Web sites like downloads.com,
tucows.com, or computingcen-
tral.msn.com.

[ Open

Top: When you click a link to

Save

download something, this box
appears. Click the Save button.

] [ H Cancel Mare Info l

elote opening th

Save As

Savein:

3
My Recent
Documents

Bottom: To avoid losing the
download in some deeply
nested folder, choose Desktop

75 |- 2 '
&) My Docuenis 3 from the “Save in:" drop-down

g My Recent Documents

) My ﬁcuments

' My Computer
b 3% Floppy (&)
e Local Disk (C)
A4 CD Diive (D2)

- D—

list at the top of this box. After

the download is complete, quit
your browser, Unzip the file,

|| ifnecessary, and then run the

1 downloaded installer.
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After unzipping the software (if it doesn’t unzip itself), you'll usually find, among the
resulting pieces, an installer, just like the ones described in the previous section.

Installing Software

Installing Pre-Loaded Software

As you probably know, Microsoft doesn’t actually sell PCs (yet). Therefore, you
bought your machine from a different company, which probably installed Windows
on it before you took delivery.

Many PC companies sweeten the pot by preinstalling other programs, such as Quicken,
Microsoft Works, Microsoft Office, more games, educational software, and so on. The
great thing about preloaded programs is that they don’t need installing. Just double-
click their desktop icons, or choose their names from the Start—All Programs menu,
and you're off and working.

Installing Windows Components

The Windows XP installer may have dumped over a gigabyte of software onto your
hard drive, but it was only warming up. Plenty of second-tier programs and features
are left behind on the CD—stuff that Microsoft didn’t want to burden you with right
off the bat, but included on the CD just in case.

To see the master list of software components that you have and haven’t yet installed,
choose Start—Control Panel—»“Add or Remove Programs.” Click the Add/Remove
Windows Components button at the left side of the window.

You've just launched the Windows Components Wizard—basically a list of all the
optional Windows software chunks. Checkmarks appear next to some of them,; these
are the ones you already have. The checkboxes that aren’t turned on are the options
you still haven’t installed. As you peruse the list, keep in mind the following:

* To learn what something is, click its name once. A description appears below the
list.

« Turn on the checkboxes for software bits you want to install. Clear the checkboxes
of elements you already have, but that you'd like Windows to delete in order to
create more free space on your hard drive.

FREQUENTLY ASKED QUESTION

Microsoft InstaliShield?

I'm a bit confused. | bought a program from Infinity Work-
ware. But when | run its installer; the Welcome screen says

InstallShield. Who actually made my software?

Most of the time, the installer program isn't part of the
sofiware you bought or downloaded, and doesi't even

come from the same company. Most software companies
pay a license to installer-software companies. That's why,
when you're trying to install a new program called, say,
JailhouseDactor, the first screen you see says InstallShield.
(InstallShield is the most popular installation software.)
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* To the right of the name of each software chunk, you can see how much disk space
it uses when it’s installed. Keep an eye on the “Space available on disk” statistic at the

bottom of the dialog box to make sure you don’t overwhelm your hard drive.

+ Windows may ask you to insert your Windows CD.

+ Some of these checkboxes’ titles are just titles for bigger groups of independent

software chunks (see Figure 5-14).

Windows Components Wizard

Windows Components

You can add or remove components of Windows XP.

To add of temove a component, click the checkbox. A shaded box means that only
part of the component will be installed. To see what's included in a component, click
Details.

Components:
W] (8 Accessories and Utilties 17.4 MB 'gl‘
M ¢¥ Fax Seivices

[¥) G0 Indexing Service ooME |
[¥] 48 Intemnet Explorer 0.0MB ‘
71 8 Mananement and Manitaina Tanls 19MR_ M

Description: Allows fax to be sent and received

Total disk space required: 0.2 MB g ey
Space available on disk: 2350.6 MB il

E < Back lE Nest> i{ Cancel ]

Figure 5-14:

Most of the optional installa-
tions involve networking and
administrative tools designed
for corporate computer
technicians. One in particular,
however, can be useful to just
about anybody: Fax Services.
This optional installation is the
software that turns your PC
into a fax machine.

As you click the name of a software component, the Details button may spring to
life, “waking up” from its faded look. When you click it, another list of elements ap-
pears—the ones that make up the software category.

The truth is, most people find this list more useful for its ability to remmove nones-
sential Windows files (including wallpaper, sounds, screen savers, and so on), saving
multimegabytes of disk space on the process. (Some ideas: the 12 MB of games and
the 13 MB of MSN Explorer [an America Online-like Web browser].) Just turn off
the corresponding checkboxes, click OK, and then restart your machine.

Program Access and Defaults
Software is never finished—especially Microsoft’s. That’s why, in the fall of 2002,
Microsoft released a 330 MB software updater called Service Pack 1, which it later

rolled into Service Pack 2. (See Chapter 10 for details on getting and installing Service
Pack 2.)
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SP1 didn’t do anything to change XP’s looks, features, or speed. It was mostly what Installing Software
Automatic Update (page 325) had been feeding you all along: bug fixes, security patches
for your Internet programs, and so on. But it also offered a few changes like these:

* It made Windows recognize USB 2.0, a faster kind of add-on equipment connector
that’s available on new PCs.

» It installed Java (page 350).

* If you make substantial changes to your PC’s guts—surgery so dramatic that you
have to reactivate XP (page 16)—you now have a three-day grace period before
‘Windows locks you out of your own machine.

The real raison d’étre for SP1, though, was satisfying the U.S. Department of Justice.
In its agreement, Microsoft promised to give its competitors a fighting chance at equal
footing. For the first time, Windows offers you the chance to hide Internet Explorer,
Outlook Express, and a few other standard Microsoft programs, which is presumably
a benefit to people who prefer Netscape, Eudora, and Microsoft’s other rivals.

You can view this new dialog box by choosing Start—All Programs—Set Program
Access and Defaults. This command is actually nothing more than a link to the Add
or Remove Programs icon in the Control Panel—specifically; its new “Set Program
Access and Defaults” panel, which is listed at the left side. You see the display shown
at top in Figure 5-15, where you can choose from among these options:

* Microsoft Windows means, “Use all of Microsoft’s utility programs, just as Windows
XP has been doing from Day One.” You're saying that you prefer Microsoft’s Web
browser (Internet Explorer), email program (Outlook Express), Media Player (Win-
dows Media Player), and instant messaging program (Windows Messenger).

Selecting this option doesn’t prevent you from using other browsers, email pro-
grams, and so on—you’ll still find them listed in the Start—All Programs menu.
But this option does put the Internet Explorer and Outlook Express icons, for
example, into prime positions at the upper-left section of your Start menu for
quick and easy access. ;

= Non-Microsoft means, “Use anything but Microsoft’s programs! Instead, use
Netscape Navigator, Eudora, RealPlayer, Sun’s Java, or whatever—just nothing
from Microsoft.”

You should install your preferred alternate programs before selecting this option.
Otherwise, the only programs this feature “sees” are Microsoft programs, which
would make selecting this option a tad pointless.

As with the “Microsoft” option, choosing this option places your preferred pro-
grams’ icons into the upper-left section of your Start menu. Unlike the “Micro-
soft” option, however, this option removes access to the corresponding Microsoft
programs. If you choose a non-Microsoft program as your email program, for
example, Outlook Express disappears completely from the All Programs menu
and its folder (in C:—Program Files). Figure 5-15 shows the idea.
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Installing Software Of course, Microsoft’s programs aren’t really gone—they’re just hidden. They pop
_ right back when you choose the “Microsoft” option, or when you choose Custom
(described below) and then click the associated “Enable access to this program”

checkbox. Just remember to click OK to apply your changes.

¥ Add or Renmve Program 1 ﬁgﬂre 5"’5"
- " S —— Top: lustice at work.
f S A program configuration specifies default programs for certain activities, such as ¥eb browsing it /e
?g_- or sending e-mail, and which programs are accessible from the Start mE;m, desktop, and other M!UOSOﬂ s seﬂlem ent
| Changeor  locations. with the U.S. govern-
pmere,  Chosse s configuaian ment included giving
S e 1 you the opportunity of
o @) Skt SRt I hiding non-Microsoft
A o p— programs. Choos-
s ‘. ing “Non-Microsoft”
| Bviastom completely hides all
traces of Microsoft’s

Web browser, email

e A program configuration specifies default programs For certain activities, such as Web browsing or sending P i Og'm'm S: ﬂ'ﬂd S0 on.

s e-mail, and which programs are accessible from the Start menu, deskkop, and other locations. They don’t even appear
Rmvf Choose a configuration: in the Start menu.
Programs 7 e s

@ custom Bottom: Choosing
1 %’ Choose a default Web browser : Custom lets you mix
b i G e and match: Microsoft
Programs software for some func-
3 Inksrmet Explorer Enable access to this progyam tions, other companies
@ Choose a default e-mail pn;;am s R for others.
W (& Use my current e-mall program
Components * i
et {3 Outlook Express [#] Enable atcess to this program =1
| T = |
@ Choose a default madia player:
iy © e ron o
D Fa""tsw, 3 (> Windows Media Player Enable access to this program i f
|

+ Computer Manufacturer means, “Use whatever programs are recommended by
Dell” (or whoever made the PC and signed deals with AOL, Real, and so on). This
option doesn’t appear on all PCs.

» Custom lets you choose each kind of program independently, whether it comes
from Microsoft or not. For example, you can choose Netscape, Internet Explorer,
or your current Web browser as your default browser.

During your selection process, make sure that you've turned on “Enable access
to this program” for each program you want to access (whether or not you're
choosing it as the default program). Otherwise, Windows may deny access to that
program.
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Note: Not all non-Microsoft programs show up here—only versions that have been released since SP1
became available.

Uninstalling Software

When you've had enough of a certain program, and want to reclaim the disk space it
occupies, don’t just delete its folder. The typical application installer tosses its soft-
ware components like birdseed all over your hard drive; therefore, only some of it is
actually in the program’s folder.

3

Instead, ditch software you no longer need using the “Add or Remove Programs’
program described above. Click the Change or Remove Programs button at the top
left, and then proceed as shown in Figure 5-16.

Tip: It you're using Fast User Switching (see page 502), don't delete a program until you've verified that it
isn‘t running in somebody else’s account behind the scenes.

Installing Software

Name I
A

Figure 5-16:  Addior Remove Programs

To vaporize a pro- s ——

tggc;z‘:,@i;’;c[ﬁﬂ;fz;me \"_J_f Ctxrrentlv installed programs: Sort by: | Name

highlighted panel, as Changeor | [} Adobe Acrobat 5.0 5

shown 1'18!’6, and then Programs m Microsoft Office XP Professional

click the Remove but- ] ; B | e for suppor Used

ton. You can use the (= | ' Last Used On

| To change this program or remove it from your computer, At 50

“Sort by” drop-down A dg%’:w | click Change of Remove, ;

menu to sort the list by Programs -

Frequency of Use or 06D Snaglt 6 Size

Date Last Used. (Note, i @ sl 7.0 Size

though, that Windows =7 () VMware Workstation Size

P AddjRemaove &

doe.;{n !)‘c kE”Ep perfe;:t Windows i5 weathert Size
Component

track of a fy PES, .O d gg ‘Windows %P Service Pack 1

programs, especially -

those that run in the & £ winzip g

background, so these Sab Proigram

statistics are likely to fccess and

be unreliable.,) Defaiss

Fraquancy of Use |
S —
frequent

9f21/2002 |

11,9908
16,938 |
14.77MB
9.08MB |

3.04MB

Even after you uninstall a program, the folder that contained it may still exist, espe-
cially if it contains configuration files, add-ons, or documents that you created while
the program was still alive. If you're sure you won’t need those documents, it’s safe to
remove the folder (discussed later in this section), along with the files inside it.
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Nofe: Until Service Pack 2 came along, the list in this dialog box was cluttered up with dozens upon dozens
of “Windows Hotfixes"—the little security patches that Microsoft sent out weekly or monthly via the Internet
just to make your life interesting. In SP2, though, they're mercifully hidden—at least until you turn on the
“Show updates” checkbox at the top of the window. Then a new Windows Updates category appears in the

list, revealing the individual hotfixes you've installed so far. That's useful to remember if you suspect one day
that a certain patch has broken something on your PC.

That’s the theory of uninstalling Windows programs, of course. In practice, you'll
probably find that the Add or Remove Programs program should more accurately
be called the “Add or I'll-Make-My-Best-Effort-to-Remove-Programs,-But-No-
Guarantees” program. A disappointing percentage of the time, one error message or
another pops up, declaring that the installation can’t proceed because Windows can’t
find this or that component,

Most of the time, it’s not Windows’s fault. The Add or Remote Programs window
is simply a list of links, like the All Programs section of your Start Menu. When
you highlight an entry and click Remove, Windows just fires up the program’s own
uninstaller program. When the uninstaller doesn’t work, thanks to some bug or glitch,
the fun begins.

The truth is, the world won’t end if you just leave the crippled program on board
your PC. You can join millions of other PC fans who slog along, hard drives corroded
with bits of software they can’t seem to remove. Apart from the waste of spaceand the
uneasy feeling that your PC is getting clogged arteries, there’s no harm done.

But if you'd rather wipe the slate clean, start by visiting the Web site of the company that
made your program. Dig into its support section to see if the company has provided
a fix or any removal instructions. (Some companies discover bugs in their uninstaller
utilities just like any other part of their programs, and then release patches—or even
special removal tools—that let their customers remove their software.)

If that step doesn’t lead anywhere, you can get serious by eliminating the stubborn
bits by hand. Turn off the phone, cancel your appointments for the afternoon, and
proceed like this:

1. Confirm that the program can actually be removed.

FREQUENTLY ASKED QUESTION

This File Is in Use

Hey, I tried to uninstall @ program using Add or Remove  idea. What should | do?

Programs, like you said. But during the process, | got this
scary. message saying that one of the deleted pragron’s
files s also needed by other programs. It asked me if | was
sure | wanted to delete it! Heck, | wouldn't have the falntest

Don't delete the file. Leaving it behind does ne-harm, but
deleting it might render one of your other applications
non-runnable.
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It may be that the program isn’t really on your hard drive any more, but its or-
phaned listing in your Start menu lingers on. (For example, maybe you've installed
a newer version of a program that overwrote the older version, or maybe you've
deleted the program’s files by hand.) In this case, follow the procedure described
in the box below to remove the abandoned entry.

Uninstalling
Software

Tip: If the program you're trying to remove doesn't seem to be listed in the Add or Remove Programs list, look
for other versions of the name. For instance, to remove Word, look under "M” for Microsoft Word or Microsoft
Office. If it's still not there, open the program's folder in your Start menu and look for an Uninstall icon.

2. Look for an error message.

When you click the Remove button next to a program’s name, do you get an error
message? If so, it’s probably complaining about a missing configuration file.

Most of the time, the file that’s missing is the installation log file, a list of the
components that were copied to your hard disk when you originally installed the
software. If the uninstaller can’t find this log file, it won’t be able to remove the
software, at which point it resorts to petty complaining. In that case, the best tactic
is to simply reinstall the program, and then try uninstalling again.

If reinstalling still doesn’t work, see the box on page xx.
3. Find out where the program is.

Asyou may know, Windows programs’ real names are rarely as friendly as the names
you see onscreen. To you, it's Start—Microsoft Word; to Windows, it’s c:\Program
Files\Microsoft Office\Office 11\WINWORD.EXE. So before you can eliminate a
program, you have to know its secret location.

POWER USERS’ CLINIC

Clean Up the Add or Remove Programs List

Sometimes, even afteryou remove a program, its entry:still
appears in the Add ar Remove Programs window. With the
program’s uninstaller long since uninstalled, the only way to
erase it from this list is to dive into your Registry.

Open the Registry Editor (see Appendix C) and expand the
branches to HKEY_LOCAL _MACHINE\SOFTWARE\Micro-
softyWindows\CurrentVersion\Uninstall. In this branch, you'l
find dozens or even hundreds of keys (individual entries),
eaclyone corresponding to an entry in your Add or Remove
Programs window. Most of the keys have names written
in plain English, making it easy to locate the program you
want toremove. ;

Now, keep in mind that once you remove an entry here,
you may not be able o easily remove the program later
on. Before you delete an entry, choose File—Export to
create a backup.

When you've found the mischievous entry, just highlight it
and press the Delete key.

If you can't find your program in the list, it's likely hidden
behind ene of the keys here with a cryptic name, such as
Q3188966 or'{74E2CD0OC-D4A2-11D3-95A6-0000E86CFDES).
These are easy enough ta deal with: Just highlight the key and
lookforthe DisplayName value in the right pane. Then press
the up and down arrow keys to quickly scan the list.
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Most of the time, you can find out the program’s secret location by opening the
Start menu, opening the All Programs menu, and finding the program’s listing.
Right-click the shortcut, and from the shortcut menu, choose Properties. As you
can see in Figure 5-17, the Target box tells you the name and folder location of the

Uninstalling
Software

culprit. Leave the Properties box open for the moment.

ScanSnap Manager Properties

| General |N§E°";al [ Compatibility |

@ ScanSnap Manager

Application
Target location: Driver

Target type:

Target:

Start in: { ]

Shoteut key: ‘Nune I

Run: l Normal window 1 I

Comment: ‘ |

} WTaWL. } [ Change Icon... 1 [ Advanced.. ]

Figure 5-17:

As outlined on page 34, the path notation shown here iden-
tifies where this program sits; each slash indicates a folder
within a folder. The name after the final slash identifies the
actual program by its real name. In this case, the Target box
says C:|Pgm Files\PFU\ScanSnap\Driver\PfuSsiMon.exe.

Believe it or not, PfuSsMon.exe is the real name of a pro-
gram that appears to you as ScanSnap Manager. Instead
of trying to remember all these folder names, just click the
Find Target button to open a folder window, complete with
the program file highlighted.

POWER USERS’ CLINIC

Help the Uninstaller Find Its Way

Software authors ustially rely-on off-the-shelf taols to handle
the dirty business of installing and removing their software.
Most of these tools are comprised of two files: a generic
uninstaller program (.exe file) and a log file that was created
when you originally. installed the software. Sometimes, all
it takes to fix a broken uninstaller is to put these two pieces
together.

Start by opening Windows Explorer, navigeting to' the
program’s main folder (see step 3-on the facing page), and
looking for the installation log file, usually called DelsL1.isy,
Uninstisu, orinstall.log.

If you find an .isu file, it was put there by the popular
InstallShield installer. Just double-click the file. When Win-
dows asks what program you want to use to apen the file,

pavigate to your Windows folder (ustsally on your C: drive),
and select IsUninst.exe.

if-you find an installlog file in the program’s folder, it was
probably put there by aWISE installer. In this case, double-
clicking will probably just open Notepad, so you need a
slightly different tactic. Open a second Windows Explorer
window, and navigate to your Windows folder (isually
C\Windows). Therein you should see a file named unwise.
exe; just drag-drop the log file from the first window directly
onto this unwise.exe file.

If you're lucky, the uninstaller will proceed to remove your
program. But if this doesn't work, you need to do it by
hand.
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4, Turn off any auto-loading components.

Far too many Windows programs are designed to load some of their components
into memory the moment you turn on the PC, where they stay until you shut
down the machine. The problem is that Windows refuses to delete files that are
in use, so you have to close any programs that are currently running before you
can delete them.

To see if your subject has an auto-loading bit, choose Start—Run. In the dialog box,
type msconfig and press Enter. (Msconfig is a handy little Windows utility—not
listed in any menu or available in any store—that lists everything that goes on at
startup time.)

As Figure 5-18 shows, the Startup tab in the resulting dialog box lists every program
that starts up unbidden when you turn on the PC. Your job is to find any pieces
of the program that may be loading when Windows starts, which isn’t always ob-
vious. The easiest way to do this is to look in the center column, Command, for
the secret folder name you unearthed in step 3, and turn off the checkbox next to
anything that matches.

Nofe: Don't go nuts here. Timming the fat a little doesn’t hurt, but this list includes a few essential Windows
programs that the PC requires to start up. If in doubt, leave it alone.

Uninstalling
Software

Figure 5-18:
In this example, the recal-
citrant software bit stuffs

#~ System Configuration Utility

General | SYSTEMINI | WIN.INL | BOOT.INI | Seryices | Startup |

two components into your
startup process. One of
them, you can identify

by name (PfuSsSct). The
other, you can identify by
the path in the Command
column (a familiar path).

Command

C:\PROGRA~1\AMERIC~3,0\acltray.exe -check
CPROGRA~1|DIGITA~11DLG exe

CAWINDOWS\Installer| {8CC15633-2327-43F4-BAG5-B83..,
CHPROGRA~1|MICROS~410ffice 1 /054, ERE b -
CAPROGRA~1COMMON~ 1\ MICROS~ 11 WORKSS~1\wke ...
C:\PROGRA~1VCESOFT~11QuicKeys\QkEngine. exe
CAPROGRA~ N TECHSM~11SNAGIT~ 115naglt32 exe
C\PROGRA~11ScanSof tiMATURA~ 1 Programinatspeak. ...
C:\Program FlesiPRUScanSnapiCaldhinder 2 01CardLa. .
C:\Program Files\PFU\ScanSnapPfussSct.exe [Station
CHPROGRA~1PFUIScanSnapiDriver\PFussMon. exe

Startup Item

America Online Tra...
Digital Line Detect
Microsoft Broadban...
Microsoft Office
Microsoft Works Ca...
QuicKeys Engine
Snaglt 6

Dragon NaturallySp...
(B CardLaunchar

[ prusssct R

[ Scansnap Manager

ii
|

< I

Location
Common Startu
Comnmon Startu
Comman Startu
Cornmon Starty
Common Starty
Common Startu
Common Startu
Startup

A

SOFTWARE\Mic
Commen Startuy
v

>

[ Enable Al

L

Disable Al j l

Cancel Apphy

Click OK when you're done. If the PC tells you it must be restarted, click Restart.
If you receive a “You have used the System Configuration Utility” dialog box when
the PC comes to, click OK.

If the gods are smiling, you are now free to delete the program.
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5. Look for anything you want to keep.
‘Softw
ety With the program’s folder window still open from step 3, look for any personal files

you want to keep around. In most cases, these files are in your My Documents folder
or on your desktop, and therefore safe from deletion. But it’s best to make sure.

Tip: Select View—Details to reveal all the information about the files in the current folder, and then click
the Date Modified column header to sort the listing by date. This way, you can more easily find recently
changed files.

6. Delete the files.

Select all the contents of the program’s folder by pressing Ctrl+A, and then drag
them into your Recycle Bin. Now didn’t that feel good?

Tip: If Windows Explorer complains that one of the files is still in use, just click OK. Then select everything
else, and keep deleting. If anything remains when you're done, you'll have to force those programs to close
before you can delete them. Right-click an empty area of your taskbar and select Task Manager. Click the
Processes tab, and look for the remaining files in the list. When you find the file, highlight it and dlick End
Process. Finally, try to delete the file once again.

7. Back in the real world, delete the visible scraps of the program from your Start
menu and desktop.

For example, drag any unwanted files or folders into your Recycle Bin.
8. Clean up the mess.

Your final task is to find and eliminate any lingering bits of the stubborn program.
For instance, if the recently deceased program is still popping up in the Shortcut
menus that appear when your right-click certain files, you’ll have to update your
file associations.

The next time you open one of the program’s documents, Windows will complain
that it can’t find the program. That’s your opportunity to choose a new program
to open those files.

Running Pre-XP Programs

Asany Windows 2000 user can tell you, stability has its price. For years, people who ran
Windows 2000 enjoyed far fewer system crashes than Windows Me people did—but
they were limited to a much smaller set of compatible programs. (Barney the Dinosaur
CDs, for example, simply wouldn’t run on Windows 2000.)

Although it’s based on Windows 2000, Windows XP isn’t quite as limiting to your
software library. Microsoft has pulled every trick in the book to make older, pre-Win-
dows XP programs run successfully. For example:
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Mg
A 16-bit program is one that’s so old, it was written when Windows 3.1 roamed the AR

earth and George Bush Sr. was president. (Programs written for Windows 95 and
later are known as 32-bit programs.) Bit amazingly enough, even Windows XP can
run most of these programs. It does so in a kind of software simulator—a DOS-and-
Windows 3.1 PC impersonation called a virtual machine.

Asaresult, these programs don’t run very fast, they don’t understand the long filenames
of the modern-day Windows, and they may crash whenever they try to “speak” directly
to certain components of your hardware (the simulator stands in their way, in the
name of keeping Windows XP stable), Furthermore, if just one of your 16-bit programs
crashes, all of them crash, because they all live in the same memory bubble.

Even so, it’s impressive that they run at all, ten years later.

DOS Programs
These programs are 16-bit programs, too, and therefore they run just fine in Windows
XP, even though DOS no longer lurks beneath the operating system.

To open the black, empty DOS window that’s familiar to longtime PC users, choose
Start—All Programs— Accessories—Command Prompt. (See page 193.)

GEM IN THE ROUGH

Not Your Father’s Keyboard

Keybaards built especially for using Windows contain some  #&+D hides or shows all of your application windows (ideal
extra keys that aren't intended for typing text: for jumping to the desktop for a bit of housekeeping).

+ On the top or bottom row, you may find a key #=5+E opens the My Computer window in Windows Explorer
bearingthe Windows loga (). No, this isn'tjusta view (page 108).
tiny Microsoft advertising moment; you can press
this key to open the Start menu without having to
use the mouse. (On desktop PCs, the Windows =5+Ctrl+F opens the Search—Computers window .
 key is usually on the bottom row; on laptops, it's
sometimes at the top of the keyboard.)

~&+F opens the Search window (page 36).

~&+M minimizes all open windows, revealing the desktop.
(Windows key+D is better, however, since the same key-
On the right, you may find a duplicate Windows stroke alsa returns the windows.)

key, as well as a key whose icon depicts a tiny
menu, complete with a microscopic cursor point-
ing to a command. Press this key to simulate a «2+R opens the Run-command (see page 32).
right-click at the current location of your cursor.

~x+Shift+M restores all minimized windows:

a2+V turns your speaker on and off.
Even better, the Windows logo key offers a number of useful
functions when you press it in.conjunction with other keys.
For example:

#&+Tab switches through all the application buttons on
the taskbar.

#&+Break opens the System Properties dialog box.
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Running Pre-XP'
Programs

Programs Written for Windows 95, 2000, Etc.

In principle, programs that were written for recent versions of Windows should run
fine in Windows XP. Unfortunately, some of them contain software code that delib-
erately sniffs around to find out what Windows version you have. These programs (or

3

even their installer programs) may say, Windows what?”—and refuse to run.

Fortunately, the Properties box of every program (or program shortcut) offers you the
opportunity to fool such programs into believing that they’re running on a Windows
95 machine, Windows 2000 machine, or whatever. Figure 5-19 details the process,
but a few footnotes are in order:

+ You're much better off securing an updated version of the program, if it’s available.
Check the program’s Web site to see if an XP-compatibility update is available.

+ Don't try this trick with utilities like virus checkers, backup programs, CD burning
software, and hard drive utilities. Installing older versions of these with Windows
XP is asking for disaster.

+ If the program you're trying to run is on a CD or on a hard drive elsewhere on
the network, you worn’t be able to change its properties using the steps described
in Figure 5-19. Instead, choose Start—>All Programs—Accessories—Program
Compatibility Wizard. A series of wizard screens explains the concept of compat-
ibility-fooling, and then lets you choose the program you’d like to fool.

IF you have problems with this program and it worked comectly on and choose Properties from the shortcut menu. In the

an eatlier version of Windows, select the compatibility mode that Propertr'es dialog box, click the Comparibi.’ity tab, turn

matches that earlier version, . ’
Compatibiity made then, using the drop-down menu of past Windows

Run this program in compatibility mode for:

Figare 5-19:

If you've successfully installed an older program that
doesn’t seem to work in Windows XP, find its applica-
tion icon as described on page 61. Right-click the icon

on “Run this program in compatibility mode for,” and

versions, choose the version you suspect will make
your program happiest. When you click OK, Windows

;Ev’indows 95

v XP will try to fake out the program, making it run.

%

EXwin
Windows 2000

dows NT 4.0 (Service Pack B)

Your dialog box may differ slightly from the one you
-1 see here, depending on the program you are trying
to run.

{_THunn Z5E colors
] Run in 640 « 480 screen resolution
[ Disable visual themes

Input settings

[ Tum off advanced test services for this pragram

Learn more about program compatibility.

% 0K }E Ccmcel. %{ Apply
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CHAPTER

The Freebie
Software

grams menu reveals a rich array of preinstalled Windows XP applications—

as an infomercial might put it, they’re your free bonus gift. This chapter of-
fers a crash course in these programs, a few of which could probably merit Missing
Manuals of their own.

Even after a fresh installation of Windows XP, a glance at your Start—All Pro-

The Windows XP Accessories

Microsoft calls many of these built-in programs accessories. They have two things
in common. First, they’re all smallish, single-purpose programs that you'll probably
use only occasionally. Second, you get to them from the Start—All Programs—Ac-
cessories menu.

Accessibility Features

If you have trouble using your keyboard or making out small text on the screen, the
programs in the Start—All Programs—»Accessories—Accessibility menu may be just
what you need.

Accessibility Wizard

Windows XP is one of the most disability-friendly operating systems on earth. It
includes a long list of features that enables the PC to magnify, speak, or otherwise
boost the elements of the screen.

The Accessibility Wizard offers these features to you, one feature at a time. Its screens
invite you to enlarge all kinds of things: the type in dialog boxes and menus, scroll
bars and window borders, desktop icons, the arrow cursor itself, and so on.
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Tip: Not all of these features are useful only to the disabled. If you have a flat-panel screen, for example,
(CEROrs you may have noticed that everything on the screen is smaller than it might be on a traditional CRT screen.

The result is that the cursor is sometimes hard to find and the text is sometimes hard to read.

Finally, the wizard offers specialized accessibility features for the hearing-impaired and
people with trouble using the keyboard. All of these visibility options are duplicated
in Windows XP’s various Control Panel programs (see Chapter 8). Microsoft just
hoped that by putting them all in a single wizard, in interview format, these features
would be easier to find.

Magnifier

Magnifier is like a software magnifying glass—a floating rectangular window that
enlarges whatever your cursor touches (see Figure 6-1). Using the Magnifier Settings
dialog box shown in Figure 6-1, you can specify how much magnification you want
(1 to 9 times), which area of the screen gets magnified, and so on.

On-Screen Keyboard

If you're having trouble typing, keep the On-Screen Keyboard program in mind. It
lets you type just by clicking the mouse (Figure 6-1)—an option you may find useful
in a pinch.

Figure 6-1:
Top: Open Magnifier by
Magoiicaionlevel 12 choosing Start—All Pro-
Tracking A grams—Accessories—
[ Follow matgs cunsex Tracking Accessibility—Magnifier. You
2] Fellow keybeard focus Follows mavge cursor can drag the large magnified

window (top right) around to

bt el s : a more convenient spot on
Pressptation Follow keyboard focus the screen, and even resize it
[ Invet colors ; fie by dragging the lower-right
] Start Miriizzd Follow texst editing corner. If you like, use the
5] Show Magrifir Magnifier Settings dialog box
: By : (top left) to choose the fnvert
ssentation g : Colors option-a color scheme
[Chee ] with higher contrast.

Bottom: The On-Screen Key-
board may be just the ticket if
your keyboard keys (or your
hands) aren't fully functional,
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Narrator

As the little welcome screen tells you, Narrator is a program that reads aloud what-
ever text appears on the screen—dialog boxes, error messages, menus, text you've
typed, and so on. Narrator doesn’t work in all programs, and it sounds a little bit
like a Norwegian who’s had a few beers. Still, if you have trouble reading text on
the screen, or if you just like to hear your email read back to you, it’s better than
nothing.

Tip: By dlosing or moving the Welcome dialog box, you'll discover a second dialog box hiding squarely
behind it-one that lets you control what Narrator reads, and when. For example, you might want to turn
on “Move mouse pointer to the active item,” so that Windows doesn't read anything to you until you've
actually pointed to it.

Utility Manager

This strange little program is designed to control the three accessibility programs just
described. The first time you open it, a strange little error message warns you that
some of Utility Manager’s features are available only if you start and stop the program
using its keyboard shortcut (Windows logo key+U). That’s good advice.

Once you're in, you'll find the same controls for Magnifier, Narrator, and On-Screen
Keyboard: Start and Stop buttons, plus three checkboxes—one of which lets you start
any of these accessibility programs automatically when you log into Windows XP.

Communications Menu
The Start—All Programs—Accessories—Communications menu contains several
shortcuts:

* HyperTerminal is an old-time, text-only terminal program—the sort people once
used to dial into BBS (bulletin board) systems in the pre-Web era. Even today,
however, you may find this program useful for connecting to telnet systems—the
text-only display system used by many public libraries.

You can also use Hyper'Terminal to set up a PC-to-PC, modem-to-modem link—a
useful setup when somebody wants to shoot a file over to you directly, completely
bypassing the Internet. The most important thing to remember is that both com-
puters must use precisely the same HyperTerminal settings. (The world is full of
programs that are designed for this kind of file transfer, but this one is free.) If
you yearn for additional details, see “To receive a file from a remote computer” in
HyperTerminal Help.

* Network Connections is a shortcut to the Network Connections program in the
Control Panel, a window that lists every connection you've established to the
Internet or to an office network. See Chapter 18 for details.
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The Windows XP » Network Setup Wizard and New Connection Wizard are shortcuts to the setup
Accessories programs described in Chapter 17.

+ Remote Desktop Connection. As described in the Introduction, one of the differ-
ences between the Professional and Home editions of Windows XP is something
called Remote Desktop connection—a feature that lets you dial into your PC from
the road, bringing to your screen everything you'd see if you were sitting in front
of the home PC.

For this to work, only the machine you're dialing into (the host computer) needs
to be running XP Pro. The PC doing the actual dialing (the client computer) can
be running Windows 95, 98, Me, NT 4.0, 2000 or, of course, cither edition of XP.
Page 549 has the details.

Entertainment Menu

The truth is, you probably won'’t find the programs in the Entertainment menu pat-
ticularly entertaining (unless there’s very little going on in your life). A better name for
this menu (Start—All Programs— Accessories—Entertainment) might be Multimedia,
since all the programs in it relate to video and sound. They’re described in Chapter 7,
which is, by happy coincidence, called “Pictures, Sounds, and Movies.”

System Tools Menu

This menu (Start—All Programs—>Accessories—System Tools) is designed to be a
toolbox for basic Windows administration, maintenance, and troubleshooting pro-
grams. These programs, including Disk Cleanup, Disk Defragmenter, Scheduled Tasks,
System Information, and System Restore, are all described in Chapter 15.

Three of this submenu’s contents, however, have nothing to do with PC health and
fitness, and were stashed here perhaps because Microsoft couldn’t find a more logical
place to stash them. The items in question are Activate Windows, Character Map, and
the Files and Settings Transfer Wizard.

Activate Windows
Few Windows features are more controversial than the activation scheme, a form of
copy protection that prevents the installation of a single copy of Windows XP onto
more than one PC.

If you're not ready to join the Windows XP generation, there’s no need to activate your
copy when the installer prompts you. In fact, you have 30 days to evaluate Windows
XP and decide whether you want to leave it in place.

During that time, reminder balloons appear at the lower-right corner of your screen
with all the subtlety of a blinking neon sign. If you ultimately decide to activate your
copy, either click that reminder balloon or open this little program, which will walk
you through the activation process. (Once you've activated your copy, you won’t need
this program anymore. Feel free to delete it from your Start menu.)
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Character Map

Your computer is capable of creating hundreds of different typographical symbols—

the currency symbols for the yen and British pound, diacritical markings for French
and Spanish, various scientific symbols, trademark and copyright signs, and so on.
Obviously, these symbols don’t appear on your keyboard; to provide enough keys,
your keyboard would have to be the width of Wyoming. You can type the symbols,
but they’re hidden behind the keys you do see.

The treasure map that reveals their locations is the Character Map. When first opening
this program, use the Font drop-down list to specify the font you want to use (because
every font contains a different set of symbols). Now you see every single symbol in
the font. As you hold your mouse down on each symbol, a magnified version of it
appears to help you distinguish them. See Figure 6-2 for details on transferring a

particular symbol to your document.

The Windows XP
Accessories

Figure 6-2:

Top: Double-click a character to transfer it to

the “Characters to copy” box, as shown here.
(Double-click several in a row, if you want to
capture a sequence of symbols.) You may have to
scroll down quite a bit in some of today’s modern
Unicode fonts, which contain hundreds of charac-
ters. Click Copy, then Close.

Bottom: When you've returned to your document,
choose Edit—Paste to insert the symbols.
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Tip: In general, Intemnet email can't handle the fancy kinds of symbols revealed by the Character Map.
Don't be surprised if your copyright symbol turns into a gibberish character when received by your lucky
correspondent,
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Files and Settings Transfer Wizard
This handy utility is designed to simplify the process of moving your life from an
older PC to a new one. Page 570 has instructions.

Address Book
The Address Book (Start—All Programs—>Accessories—Address Book) is a central
Windows directory for phone numbers, email addresses, and mailing addresses.

Once you've launched the program (see Figure 6-3), choose File—New Contact.
You're shown a dialog box with seven tabbed panels for various categories of contact
information. Now you're supposed to type the name, email address, phone number,
and other information for each person in your social or business circle. After you've
gone to the trouble of typing in all of this information, Windows XP repays your
efforts primarily in two places:

« In Outlook or Outlook Express. As Chapter 12 makes clear, a well-informed ad-
dress book is extremely useful when sending an email message. There’s no need
to remember that Harold Higgenbottom’s email address is hhiggenbottom@crawl-
sapce.ix.net.de; instead, you only need to type hhig. The program fills in the email
address for you automatically.

« In the Search dialog box. As noted in Chapter 1, you can quickly look up somebody’s
number by choosing Start—Search—“Printers, computers or people.” (If you're not
part of a corporate domain, the command says “Computers or people” instead.)
This function searches your address book and pulls up the requested name and
number.

FREQUENTLY ASKED QUESTION

When Alt+

Iiise the copyright symbol guite'a bit 50 ! figured Iwould:
Just memorize the keystroke for it instead of fiaving to

ovpen Character Map evety time Fneed if. When | elick the
symbol i Characier Map,. the lower-right corner af the

windo says Keystroke: Alt+0765.“Butwhen firy {o enter

that key sequence into fiy word processor, | dont get the
copylight symbol!

{hat’s absolittely right. Youi're leaving etit twe critical steps:
Birst, vout can't type those Altnumber codes unlessyati're

Faster

in NumLock mode. If the Numlock light (usually at the top
of your keyboard): ish't fiuminated, press the Ntimbock
key first

Secoiid, even once you'te in Numlock made, you must
type the numbets using the numeric keypad at the right
side of your keyboard, not the numbers on the top row:,
{IEyotiie on a laplop witheut a aumeric keypae, God help
veu.) Remember to keep the Alt key pressed contintistsly
s you fype the suggested numbers.
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Tip: To import address book information from another program, choose File—Import—Address Book
(WAB) or File—Import—Other Address Book. Windows can inhale the information from any of several SeEmes

popular address book programs.

Figure 6-3:
Left column: Generally you can

% Address Book - Main Identity

ignore this business of identities, g | Bt Yew Toos Hep . = o
system of separating the address [ X = =) By
books and email collections of _ New  Properties Delete FindPeople  Prict  Adlen
several people who share the [ shared Contacts | TPe name or select from list; [
same PC. The Windows XP user 3 Main dentity's Contal o, e |
accounts feature described in e e LSO e s
) 5 [E]aarango@brodeur.com aarango@brodeur.com
Chapter 16 is a far superior Blncleman, ar g
) , Gary L. 225-260
method of keeping everybody’s [ adetidjge g i wiey.com
stuff separate. Eladerhol,| "™ * oseghotmalcom 225487
B 2 5 [l allen, Tho| -
Lower right: Right-clicking a name g:n::e:?] gene EN - ae
in your address book produces Andraws, | == L s
a shortcut menu that offers such [l Archer, o LAY Send Ml 225257
useful commands as Send Mail EZlarmey, Rk Properties FOAMATE L] e
ERlpard, brid._FdPeopie. I 225-353
EReaker, Richard H, 225:390
< i V) P S e e ) =
Places a Phone Call,
Calculator
At first glance, this calculator (Start—All Programs—Accessories—Calculator) looks
like nothing more than a thinner version of every pocket calculator you've ever seen
(Figure 6-4). You can operate it either by clicking the buttons with your mouse or by
pressing the corresponding keys on your keyboard.
Tip: Choosing View—Digit Grouping instructs the Calculator to display numbers with commas (123,456,789),
making large numbers (123456789) a lot easier to read.
Most of the buttons look just like the ones on the plastic calculator that’s probably in
your desk drawer at this very moment, but several require special explanation:
* /. The slash means “divided by” in computerese.
¢ *. The asterisk is the multiplication symbol.
» sqrt. Click this button to find the square root of the currently displayed number.
* %. Type in one number, click the * button, type a second number, and then click
this button to calculate what percentage the first number is of the second.
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Tip: This calculator may appear to have almost every feature you could desire, but, in fact, it lacks a paper-
tape feature—and we all know how easy it is to get lost in the middle of long calculations.

The solution is simple: Type your calculation, such as 34+(56/3)+5676+(34*2)= in a word processor.
Highlight the calculation you've typed, choose Edit—Copy, switch to the Calculator, and then choose Edit—
Paste. The previously typed numbers fly into the Calculator in sequence, finally producing the grand total on
its screen. (You can then use the Edit—Copy command to copy the result back out of the Calculator, ready

for pasting into another program.)

But by choosing View—Scientific, you turn this humble five-function calculator into
a full-fledged scientific number cruncher, as shown in Figure 6-4.

E Calculator
Edit Wiew Help
| 19,026,74375 | |

[_.__. IEackspaceJ ” ] ]
m--[:a-m

Figure 6-4:

After ducking info a phone
booth, the humble Calcula-

tor (left) emerges as Scientific
Calculator (right), which contains
a hexadecimal/decimal/octal/
binary converter for program-
mers, mathematical functions for
scientists, and enough other but-
tons to impress almost anyone.
To learn a particular button’s
function, right-click it and choose

De| What's This? from the shortcut

OHex ®Dec O0ct OB

@Degees  (ODRediane (O Giads

menu. Don't miss the online
help, by the way, which reveals

[Chine [IHyp r& {.‘—

that you can control even the sci-
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entific mode from the keyboard.
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FREQUENTLY ASKED QUESTION

Clipboard (ClipBook) Viewer

Hey, what happened to the Clipbaard Viewer? it used ta
be jn the System Touls graup ef my Start-->Pragranis—
Accessories menu, and now it's gone. It used to be a cool
litife program for seefng the matetial 1'd most recently

its sill around: it's just hidden. Choose Start->Run, fype

Clipbrd.exe; and press Enten. See page 165 for defails,

If that seems like a hassle, you' could always replace itwith
a shareware equivalentlike AccelClip (available from .

missingmanuals.cam, among otfier places).
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Command Prompt The Windows XP
This program summons the MS-DOS window—the black, empty screen that’s famil- W

iar to Jongtime PC users. At the C:> prompt, you can type any of hundreds of DOS
commands; when you press Enter, the PC executes your typed instruction.

You may need to use this DOS mode to run certain older programs that aren’t Win-
dows-compatible; masters of DOS also extol its ability to manipulate (rename, for
example) many files at once, to poke and prod a network (using DOS utilities such
as ping.exe and netstat.exe), and so on.

Tip: To learn a few of the hundreds of DOS commands at your disposal, consult the Internet, which is filled
with excellent lists and explanations. To find them, visit a search page like www.google.com and search for
DOS command reference. You'll find numerous ready-to-study Web sites that tell you what to type at the
MS-DOS prompt.

Notepad

Notepad is a bargain-basement text editor, which means it lets you open, create, and
edit files that contain plain, unformatted text, like the Read.txt files that often ac-
company new programs. You can also use Notepad to write short notes or edit text
that you intend to paste into your email program after editing it.

Notepad basics

Notepad opens automatically when you double-click text files (those with the file
extension .txt, as described in the previous chapter). You can also open Notepad by
choosing Start—All Programs—Accessories—Notepad.

You'll quickly discover that Notepad is the world’s most frill-free application. Its list
of limitations is almost longer than its list of features.

For example, Notepad can’t open large files. If you double-click a text file icon that
contains more than about 50 KB of text, Windows XP automatically opens the file in
WordPad (described next) instead of Notepad. Furthermore, the Notepad window
has no toolbar and can only work with one file at a time.

What’s more, the Print command on the File menu doesn’t even open the Print dialog
box. Instead, it sends the file directly to your printer, so you can’t specify which pages
you want, or how many copies of them.

Above all, Notepad is a fext processor, not a word processor. That means that you
can't use any formatting at all—no bold, italic, centered text, and so on. That’s not
necessarily bad news, however. The beauty of text files is that any word processor on
any kind of computer—Windows, Mac, Unix, whatever—can open plain text files
like the ones Notepad creates.

About word wrap
In the old days, Notepad didn’t automatically wrap lines of text to make everything fit
in its window. As a result, chunks of text often went on forever in a single line of text
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The Windows XP or got chopped off by the right side of the window, which could produce disastrous
Accessories results when you were trying to follow, say, a soufflé recipe.
In Windows XP, lines of text wrap automatically, exactly as they do in a word proces-
sor. But you're still seeing nothing more than the effects of the Format—Word Wrap
command—an option you can turn off, if you like, by choosing the command again.

(You can tell when Word Wrap is on by the presence of a checkmark next to the com-
mand in the Format menu.)

Tip: When you print from Notepad, the text automatically wraps to the size of your printer’s default paper,
regardless of whether Word Wrap is on or off. Choose File—Page Setup from the Notepad menu bar to
configure different margins for printing.

Paint

You can use Paint to “paint” simple artwork or to edit graphics files from other sources.
You might say that Paint, in other words, is something like Adobe Photoshop (well, in
the same way that you'd say that the local Cub Scout newsletter is like the New York
Times). Common tasks for this program include making quick sketches, fixing dust
specks on scanned photos, and entertaining kids for hours on end.

Launch Paint by choosing Start—All Programs—Accessories—Paint, and then:

1. Choose Image—>Attributes to specify the dimensions of the graphic you want to
create. Click OK.

GEM IN THE ROUGH
Notepad Log Files

As stripped-down as it is, Notepad has one suprising  putnothing, notever a space, beforethe period.)

feattire not available'in amy cther

text processor of word progessors - B et e

‘autornated log files. Every time

you open a ceftain file, Notepad  FESOMBHEN]

Gl Gt AT S AN ©ast night Molinda roke up with s tornfe idea for the e

£ e - - dows for Food B NotetoseliGat 0 s ; e

rent date-ancdtimelat the bottom Ao | When yournext open the file,

of the file, creating a tidy record  BESVYER~ ‘Notepad types out the date and
of when you last worked on it-a.  ENTRSERUSEwLY IRGPRSRTEI (e automatically, and puts your
: I Windews for Digital Alarm Clocks. I think he's onto semathing. | . 4

nifty way to keep anytype of alog, §  cusor on the pext line. Now

fike'a record of expenditures or a yau're reagy o type the day's
it ' We've asermbled a tearm to look into it Major rival: Apple's new. 2

segret diany Claick, THhink W s o fisorie) L enlny.

To setthis Up, create @ newiNpte: z . To make your log file easier fo
pad document {choose File>New). Then fype the phrase  read, press the Enter key to insert a blank line'after each
.LOG atthe top of the new document (Capitalize LOG, and ~ entry before saving the file.

Now save the document (File—
Save) and give it aname. (Notepad
adds the extension .t automati-
cally.)

(
|
i

i ©:23 AM 9/3/2002
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Later in your life, you may want to peruse the other commands in this menu, which The Windows XP
let you stretch or flip your graphic. Accessories
. Click a tool on the palette at the left side.

If you need help identifying one of these tools, point to it without clicking. A
tooltip identifies the icon by name, while a help message appears at the bottom
of the window.

. If you've selected a painting tool, like the paintbrush, pencil, or line tool, click a
“paint” color from the palette at the bottom of the window.

You may also want to change the “brush” by choosing from the options located
below the tool palette, like the three spray-paint splatter sizes shown in Figure
7-5.

. If you've selected one of the enclosed-shape tools at the bottom of palette, right-
click a swatch to specify the color you want to fill the inside of that shape.

These tools all produce enclosed shapes, like squares and circles. You can specify a
different color for the border of these shapes and for the fill color inside.

. Finally, drag your cursor in the image area (see Figure 6-5).

As you work, don’t forget that you can use the Edit—Undo command up to three
times in a row, “taking back” the last three painting maneuvers you made. (Just
don’t screw up four times in a row.)

For fine detail work, click the magnifying-glass icon and then click your painting.
You’ve just enlarged it so that every dot becomes easily visible.

Figure 6-5:

The Paint tools include shapes, pens for special uses
(straight lines and curves), and coloring tools (including an :
airbrush). The top two tools don’t draw anything. Instead, e ]
they select portions of the image for cutting, copying, or 7@
dragging to a new location. 2Q
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For Help, dlick Help Topics on the Help Menu, 256,244
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Paint can open and create several different file formats, including .bmp, .jpg, and
.gif—every file format you need to save graphics for use on a Web site.

The Windows XP
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Tip: Paint also offers a nifty way to create wallpaper (see page 257). After you create or edit a graphic, choose
File—Set as Background (Tiled) or File—Set as Background (Centered) to transfer your masterpiece to your
desktop immediately.

Program Compatibility Wizard

This program is nothing more than an interview-style version of the dialog box de-
scribed on page 116—the one that lets you trick an older, XP-incompatible program
into believing that it’s actually safely nestled on an old Windows 95 computer, for
example. Fire it up if some elder program is giving you grief in XP.

Scanner and Camera Wizard

Once your XP-compatible camera or scanner is turned on and hooked up, this com-
mand walks you through the process of downloading photos or triggering the scan.
You'll find more detail on pages 206 and 216.

Synchronize
You're supposed to use this command in conjunction with the offline Web-page feature
described on page 347. It forces your machine to go download the latest versions of the

UP TO SPEED

Text-Selection Fundamentals

‘Before doing almost anvthing to textin a word processar, like

making it bold, changing its typelace, or moving i o a new
spotin your document, you have to highilight the text you
Wantto affect For millions of people, this entails dragging the
cirsar extremely carefully, petfectly horzentally, across the
desired text. And if they waht fo capture aientire paragtaph
of section, they dlick at the beginning, drag Very carefully
diagonally, and release the mouse bution when they reach
the end of the passage.

That'sall fine, but because selecting textis the corperstone
of every editing operation in a ward processer, it's wotth
learning some of the faster and more precise ways of going
about it For example, double-clicking a'ward highlights it,
instantlyand neatly. In fact by keeping the motise button
oressed on-the second dlick, you can fiow drag hotizentaily
1o highlight text in crisp one-word ehitinks=a great way to
highlight text faster and more precisely, These tricks work

‘anyhere yoll can fype.

In mest programs, incliding Microsoft's, additional shortctits
await. For example, tiple-dicking anywhere within a pard-
graph highlights the entire paragraph,. (Gnce again, if you
keep the buttor pressed af the end of this maneuver, you
can then drag to highlishtyour document in one patagraph
inctements.)

in many programs, including Word and WerdPad, you can
highlight exactly one sentefice by clicking within it while
pressing Cirk:

Finally, here's & Universal trick that lets you highlighta large
blob of text, even one that's too big to fit on the cirrent
screen, Start by clicking to position the insettion point curser:
at the very beginning of the text vou want to capture. Now
serall, if necessary, so thatthe ending pointofthe passage is
visible. Shift-click there. Windows instantly highlights every-
ihing that was in between yaur lick and your Shift-click:
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