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 , in fact, you can't
find a blark spot to right-click.

The resulting shortcut menu offers these choices:

= YView lets you change the size of the icons on the toolbar.

> Open Folder works only with the Quick Launch and Links toolbars (or toolbars
yow'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 toolbay, since you're able to work in a
window that isn’t nearly as claustrophabic 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
you'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.

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

SRl WINDOWS XP PRO: THE MISSING MANUAL

HP Inc. - Exhibit 1007 - Page 116




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.

Figmye 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
strange sort of floating toolbar (bottom); it's now an onscreen,
perpetually available launcher. (Use toolfips, or choose Show
Text from its shortcut meny, to identify the icons,} if you drag
the toolbar fo an edge of the screen, it glues itself there fike a
second taskbar.

{reating toolbars

The Quick Launch area of the taskbar is such a delight that you may actually develop
asyndrome called Quick Launch Envy—yow’ll find thathaving 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.

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

' The sliort Wy
= Windows XP creates toolbars from folders; so before creating a toolbar of your own,

g ')rou miust create a folder (unless you already have a folder that’s filled with the stuff
; -you want to toolbarize).

g :Here s the easxest way to turn a folderi intoa toolbar: Just drag the folder icon until your

_ -_."‘Nhen 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
make 1t a floating palette, and so on.

CHAPTER 2! WINDOWS, FOLDERS, AND THE TASKBAR
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The long 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
Toalbars—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.

Figore 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—umiil
you find the folder you're seeking. Or you can create a
new folder for your toolbar anywhere on the hard drive.

it My Pictures
My Computer
My Metwork Places
Recycle Bin

% Motes to Self

My Documents

. OK ” .._C;:I_nc.;?,.l .

Maks Mew Folder

4

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.
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1 very disk, folder, file, application, printer, and networked computer is repre-
serrted on your screen by an icon. To avoid spraying your screen with thou-
dsands of overlapping icons seething like snakes in a pit, Windows organizes
icons into folders, puts those folders into other folders, and so on.

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 1o hold your icons, right-click where you want the foider to appear (on the
deskiop, 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,

CHAPTER
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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”

To see it, choose Start—My Computer, or double-click its icon on the desktop, if
yow'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 P2 key.)

No matter how you open the My Computer window (Figure 3-1), you generally see

several categories of icons:

%:{,\Qﬁ,?ﬁ Lol Digk: ()

Devices with Remavable Starage

. o
314 sy ad) R o tie )

S Uk Places

Figure 3-1:

Top: The My Computer window,
shown here on a corporaie-
network PG, is the storting point
for any folder-digging you want
to do. It shows the disk drives of
your PC, if you double-click the
icon of @ removable-disk drive
(Tike your CD-ROM drive, Zip
drive, or laz drive), you receive
only an error message uiless
there’s actually o disk in the drive,

Bottom: The My Comptiter win-
dow on @ workgroup computer
(that is, not part of a corporate
domain network) includes alf the
perks included on a network com-
puter with the added advantage
of the “Files on This Computer”
category.

Filz Fajder
Sianles Bramquee's Documents  File Folder
iChais Olsan's Docutents e Faider
pJoe Norals Docweents FilaFolder

i
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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 m your computer. (Youre 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 19). These folders,
which bear the names of people with accounts on that PC (page 513), 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.

Fip: Ordinarily, if your name is, say, Chris, you're not zllowed to open the Frank’s Documents folder; if you've
been given a Limited XP accaurit {page 517), then double-dicking 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 bulietin
board, in that everybody who uses this PC s free to deposit things, take things out, and read whatever resices
there. See Chapter 20 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 2 Control Panel icon here—if, for example, you added it
as directed on page 87.

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 modily 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 beleng 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
invistble contents appear. They include these standard folders:
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Decuments and Settings

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 17.)

Like it ot not, Windows considers you one of these people. If youre the only one
who uses this PC, fine—vou 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 517) 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.

Figewre 3-2:

Top: The C: drive and
the Program Files folder
may start out fooking
empty.

Bottom: Here's what
Microsoft Word
actually looks like~75
fittle software crumbs in
your Program Files—
Microsoft Office— OF
ficel0 folder. Onfy one
of these fcons (the one
called WINWORD) is
the actual program. But
don'tiry fo move i, or
any of its support files,

Fie Edt Wiew Favorkes-. Tocls Heip

Shows the rorkents
thiis Folder
Add

of

'rema.\le._': BREEE
Favorites
21 KB

105 KB
GRKE

“Micmsu t Agent Pre

Application Extensior
Application Extension

out of this folder. (s W7 KE  Dictionary File
OK, however, and even 19KB  Dictionary File
encouraged, to drag Sfucseams. o B8tKB  Applcation Extenslor
this icon onto your Start Edwavronsr 108K3 Application
menti or Quick Launch L WDBIMP, DIL 84KE  Application Extensiar
toolbar) EEYwWEBPAGE. 45K Mitrosoft Word wiz, .
WESPAGE, DLL 310KE  Application Extensior
1,330 KB Application
2KE  Microsoft Office Set, 3
5KB  Microsoft Office Set.
Windows or WINKNT

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,

Hpter This folder is usually called Windows; however, it's calied WINNT if you upgraded your operating
system from Windows 200C. In the remaining pages of this book, let the term “Windows folder” refer to
“the folder called Windows or WINNT, depending on whether or rot you upgraded your machine from
Windows 2000."
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In general, the healthiest PC is one whaose Windows folder has been left alone. (One
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 yvour 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 worr'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 desktops 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
17), 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.

a

Favorites. See page 658 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.

Fip: This folder may also contain a Links folder. It's the folder representation of the Links toolbar described
on page 9.,

* My Documents. Windows XP makes it look like your'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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Behind the scenes, however, My Documents is actually just one of several folders
in your own account folder. It’s a good idea to back this one up periodically.

» 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.

Mavigating My Computer

Most of the time, you can get where you're going on vour 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.
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Fim: As you navigate your folders, keep in mind the power of the Backspace key. Each time you press it, vou
jurnp to the parent window of the ene 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 tooibar) to “walk”
backward or forward through the fist of windows mos 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 evervday 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
fram 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 casy 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 paael is foo 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:

o 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.

Figere 3-3:

Front: Windows Explorer
offers a treetop view of your
computer’s hierarchy. When
you click a disk or folder in
the left pane, the right pane
displays its contents, includ-
ing fifes and folders. Click the
+ button to expand a disk
or folder, opening a new,
indented list of what's inside
it. Click the — button to "ol
lapse” the folder list again.

Back: If you turn off the new
“simple folder view"” display,
the dotted vertical and
horizontal fines in the left
pane help you keep frack of
the hierarchical fevels.

{3 Locel Disk (€1

E;é; 3% Floppy (A1)
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A Users
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By Tozume

& 5 3% Foppy (A1)
e Lol Digk #0103 .
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My Documernts

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 111 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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» With simple folder view turned off: In the left pane, click a folder or disk; the contents
appeat 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 shorfculs

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:

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

right arow 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 aff of the selected folder's subfolders.

F6 or Tab Highlights the ather half of the window,

Alt+left arrow Highlights whichever folder you last highlighted.

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

Cil+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.
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Renaming Your lcons
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 shorteut menu.

Tip: You can even rename your hard drive, so that you don't go your entire career with a drive named
2 ocal Disk”™ Just rename its icon (in the My Compuier window) as you would any other. You're not al-
lowed to rename important system folders like Documents and Settings, Recycle 8in, 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
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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 doesm’t let you use any of these symbols
in a folder or filename: \ /1 ¥ 1 < > |

Tip: If you highlight a bunch of icons at once and then open the ranaming 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 listec on the “Missing CD” page at AVMEFISSINGManuals. com.

If you like, you can give more than one file or folder the same name, as longas 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 eachisin a different folder.

Note:Windows XP comes faciory set not to shaw 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
xfs {an Excel document). But because these suffixes are hidden (page 169), the files look iike. 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 Compuier
This Properties dialog box is packed with useful information about your machine.

- 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,
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mouse, and so on),

o The Hardware tab {shown in Pigure 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,

Figure 3-4:

The Properties dialog
boxes are different for
every kind of icon. in

the months and years

to come, you may find
many occasfons wheit
adjusting the behavior
of some icon has big
benefits in simplicity and
productivity. Left: Tiwo
iabs of the System Prop-
erties dialog box (which
appears when you check
the proper-ties of your
My Computer jcon).

Right: The Properties
dialog box for ¢ Word
document.
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appear to other people on an office network.

The Computer Name tab is where you set up your computer’s name, as it will

The Advanced tab offers buttons that serve as rabbit holes into ever more technical

dialog boxes. They include Performance (see the box on page 118), User Profiles
(see page 541), and Startup and Recovery (advanced controls related to dual-boot-
ing [page 638] and what happens when the system crashes).

gz One button on the Advanced tab is actually not advanced at al—the Error Reporting buttos. You may
have noticed that whenever a program crashes, freezes, or abruptly quits, Windows XP offers 1o 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 atilempt to contact the mother ship—-or limit the attempts to certain programs,

* See page 475 for details on the System Restore tab, page 331 for information on
Automatic Updates, and page 139 for details on the Remote tab.

Disks

In a disk’s Properties dialog box, you can see all kinds of information about the disk

itself:
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« 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 16).

» 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
20).

» Security. Not only can you share certain folders or files with other people (either
across a network or when they log into your PC using their own accounts), but
you can also specify exactly who is allowed how much access to each file or folder.
More about file security in Chapter 18.

Note: If you don't see the Security tab, it's probably because simple file sharing is tumed on {see page
591). If you tufn it off, the Security tab reappears (if you've formatted your hard drive using the NTFS file
system, as described o page 636).

i visuzi Effacts | adv

Sebeck the settings you wark bo use for the appreatance and
performance oF Windews on this corputer.

73 Lt Windows chooge whak's best for my Somputer

£ Askust For best appesratme
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EE} Arinate windoms wihen Imizing and maiaizng
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{17} Shde taskbar buttons
7t Sraooth adaes of screen fonts
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» 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
472,

Data files
The Properties for a plain old document depend on what kind of docurment it is. You
always see a General tab, but other tabs may also appear (especially for Microsoft

Office files}.

o 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.

Mote: |f you make z folder read-only, it affects only the files alrsady 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 84.)

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 16, 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 50). Compress contents to save disk space and Encrypt contents to secure
data are both described later in Chapter 15.

Security. The Security tab shows who's allowed to open this file or folder and how
much {reedom 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
numbet, and many other statistics. But you should by no means feel limited to
these 21 properties—nor to Office documents.

Using the Customn 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
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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

people can later use Indexing Service (see page 50) to perform query-language
searches for these values.

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—cither in person, when they log into this machine, or

from across your office network (see Chapters 18 and 21).

Program files

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

But wait—that’s not

« Version. This tab offers a considerable wealth of detail about the program’s version

all:

number, corporate parent, language, and so on.

i

: Run this program in compatibiity mods for

Loy Ciwindoes HT 4.0 (Service Pack B)

E?ﬁ?fﬁ’.‘.? Compalitilty | Security & Summary

It yous have problems with this program and it worked cowgctly on
an sarlier vession of Windows, select the compatiblity mode that

matches that earlier version,

- Cornpaticdity mode -

ws 95

" [tindows 32 2 Windows Me

‘wWindows 2000
I TRuRin 25k calore

o 1 1Runin 640 x 450 screen resalution -
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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 lisi, you can fool that program into
thinking that it's running on Windows 85, Windows Me,
Windows NT, or whatever. While vou're at it you can also
specify that this program switch your screen to certain set-
tings required by older games—256 colors,

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

the new Windows XP laok (turn on “Disable visual
themes”).
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» 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 vou with a
way out of an uncomfortable situation. An example might be when you try to run
a pre-2002 program cn 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’ lcons

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 Mor}. Instructions appear on page 172.

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 Custornize Desktop. You'll see a
sliding collection of those important Windows icons. Click one, and then click Change
Icon to choose areplacement 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:

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

. . The Properties dialog box appears.

s - " . 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
“i.-one that suits your fancy, click it; otherwise, continue.

_.Z.':'Ei_.- Click Browse,

+ - Windows XP now lets you hunt for icons on your hard drive. These can be icons

- that yow've downloaded from the Internet, icons embedded inside program files
~and .dll files, or icons that yow've made yourself using a freeware or shareware
. icon-making program like AX-Tcons (available at www.missingmanuals.com,
- among other places),

. Click OK twice.

: Ydfi'_s'hotdd 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—Dby highlighting them.

Highlighting icons

To highlight (that is, select) one icon, just click it once. But you don’t have to move,
copy, or delete one icon at a time; you can select a number of icons in the same folder
or disk window. You may want to employ this technique, for example, when moving
a bunch of documents from one folder to another, or copying them onto a backup
disk en masse.

Tip: It's easiest to work with multiple icons in Details view (page 81), where every icon appears in a single
column.

To highlight multiple files in preparation for moving, copying, or deleting, use one
of these techniques:

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

To highfight several icons

You can drag across file and folder names to highlight a group of consecutive icons.
Start with your cursor above and to one side of the icons, then drag diagonally. As
you drag, you create a temporary dotted-line rectangle. Any icon that falls within this
rectangle 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 automatically selected, along with the two icons you clicked.
(These techniques work in any folder view: Details, Thumbnails, or whatever.)

Fip: If you include a particular icon in your diagonally dragged group by mistake, Cori-dick it to remove it
from the selectad dluster.

To highlight only specific icons

Suppose you want to highlight only 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 Ciri key trick is especially handy if you wanit to select almost alt the icons in a window. Press Clrl+A
to select everything in the folder, then Ctri-click any unwanted subfolders to deselect them.
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Copying by Dragging icons

As you 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 in the usual way (using the left mouse
button):

» Dragging to another folder on the same disk smoves 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.

Fip: You can move or copy icons by dragging them either into an open window or directly onto a disk or
folder icon,

The right-mouse-butfon irick

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.

Fip: Press Esc to cancel a dragging operation at any time,

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 semething.

rrbeuk to
fish (1)
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Dragging fcons 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. (See
page 112 for a list of the ways to open the Explorer window.) Here’s how to do it:

1. Make the destination folder visible by clicking the + buttons next to your folder
names, expanding vour 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 icon of the disk or folder that contains theicon you want
to manipulate,

Its contents appear in the right pane.

3. Locate theicon 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.

Figure 3-7:

The fife Working
Rl EdR View . Faw Outline, located in the
Eas B ¥ o Foiders Notes to Self folder on
R the deskiop, is being
Folders . L Original drafts dragged to the folder
& [ Docureents and Settings St nqud The G’ et Eslto-
B 3 A8 Users G nian Novel (in the My
£ Antta Braoue o Documents folder). As
B 7 cheis Olson Pt racpes the cursor passes each
£ Catkies T folder in the left pane,
2 [ Desktop the folder’s name
£33 Motes to Salf darkens io show that
3] Fishies it’s ready to receive
# P Faverites the drag-and-dropped
= FEy My Documents goodies. Let go of the
ey ne mouse button when if's
pointing to the correct
folder or disk.
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But you also pay a price for this satisfying illusion. That is, you may have to spend a
moment fiddling with 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.

Bortunately, 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 122.

-] Compressed (zippad) Felder

Cut
Copy

¢ Deskbop (creata shorteut)

Create Shortout
Erelete
Rename

Prop.e.rties wﬁ‘g #y Documents

< 3% Hoppy (A7)
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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.

3. 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 inte 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 results. And if you pasted
right back into the same window, you get a duplicate of the file called “Copy of
[filename].”

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.

While you can certainly drag files or folders onto the Recycle Bin icon, it’s usually
faster to highlight them and then perform one of the following options:

= Press the Delete key.
* Choose File—Delete.
« 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, as noted on the
facing page.) Now the Recycle Bin icon looks like it’s brimming over with paper.

Tip: To turn off the “Are you sure?” message that apoears when you send something Bin-ward, right-click
the Recycle Bin. Then chaose 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.
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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).

Mage: Al of these methods put icons from your Aard drive into the Recycle Bin. But deleting an icon from
aremovable drive (loppy or Zip drives, for example), or other computers on the network, does nof involve
the Recycie 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.

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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ampWindows Medis - .. CilDocuments ane SettingstChe
CiiDamuments snd Sattingsichel. |

E&andm Mo Maker Lriboouments and SetingshChr

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
412 of the selected icons and then choose Restore from the shortcut men.

- 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).

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

That’s why most people, sooner or later, follow up an jcon’s journey to the Recycle

While there’s an advantage to the Recycle Bin (you get to undo your mistakes}, there’s
also a downside: 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.

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.

dow.

- 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 sorme of

the Recycle Bin's contents.)

» Click the “Empty the Recycle Bin” link on the task pane in the Recycle Bin win-

« 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.

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).

451 Lise one setting far all crivegs -y -

Do not mave fles to the Recyde Bin,

3 Configure drives indepsndently

remave Files immadiately when deleted

s
&

Y

i 1

10%

Maximum size of Recycle Bin (percent of each Hra've}'

’ Display delete confirmation dialog:

T

Figure 3-9:

Use the Recycle Bin Properties dialog box to govern the
way the Recycle Bin works, or even if it works at all. If
you have multiple hard drives, the dialog box offers a tab
for each of them so you can configure a separate and
independent Recycle Bin on each drive. To configure the
Recycle Bin separately for each drive, select the “Config-
ure drives independently” option.
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Skip the Recycle Bin
If you, a person of steely nerve and perfect judgment, never delete a file in ervor, 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.)

" 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
"shorfcut menuy, and so o‘n.)

'Hb?o-emptying 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-
-ntage 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
n out of the disk space you need to install software and create documents. On the
other hand, raising the percentage means yowll have more opportunity to restore
files you later want to retrieve.

. Note: Every disk has its own Recycle Bin, which ho'ds files and folders you have deleted from that disk.
As your can see in the Recycle Bin Properties dialog box, the factory setting for automatic trash-deletion is
10 p_efc"ent for alf 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-imit slider
a:rj__d'_f’_D_'c; not move files to the Recyde 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 is a link to a file, folder, disk, or program (see Figure 3-10). You might
thm_k:_c_)f_ it as a duplicate of the thing’s icon—but not a duplicate of the thing itself.
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(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.

Figupe 3-19:
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a shortcut Second, its name
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Case

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 (1o the actual My Documents folder).

Tip: Don't confuse the term shortcut which refers to one of these dupficate-icon pointers, with shortcut
menu, the context-sensitive menu that appears when you right-click almest anything in Windows. The
shortcut meny has nothing to do with the shortcut icons feature. Maybe that's why it's sometimes called
the contexf menis.

Creating and Deleting Shortcuts

To create a shortcut, right-drag an icon from its current location (Windows Explorer,
a folder window, or even the Search window described on page 37) to the desktop.
When you release the mouse button, choose Create Shortcut(s) Here from the menu
that appears.
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Tip: |f you're notin the mood for using a shortcut menu, just ieft-drag an icon while pressing Alt. A shortcut ap-
pears instantly, (And if your keyboard lacks an Alt key—yeah, right—drag while pressing Ctrl+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 doesn’t delete the file
it points to.)

Unveiling a Shortcut's True Identity

To locate the original icon {program, folder, document, or whatever) 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 o it, in the form of the Find
Target button. When you click Find Target, you jump to the folder that stores the
icon, which shows up highlighted.

Fip: See the litde curved-amow badge on the shortcut's icon? In a fit of interior-decorating DAsSIoN, YouU can
actually change what it looks like. TweakUI does the trick; see page 662.

Shortcut Keyboard Triggers

Even after reading all of this gushing prose about the virtues of shortcuts, efficiency
experts may still remain skeptical. Sure, shortcuts let you put favored icons everywhere
you want to be, such as your Start menu, Quick Launch toolbar, the desktop, and so
on. But they still require clicking to open, which means taking your hands off the
keyboard-—and that, in the grand scheme of things, means slowing down.

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. Thereafier,
by pressing that keystroke, you can summon the corresponding file, program, folder,
printer, networked computer, or disk window to your screen (no matter what you're
doing on the PC).

Three rules apply when choosing keystrokes to open your favorite icons:

* 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 incorpotate 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—Ctrl, Shift, and Alt—and another key.

Windows XP enforces this rule rigidly. For example, i you type a single letter key
into the box (like E), Windows automatically adds the Ctrl and Alt keys to your
combination (Cirl+Alt-+E). All of this is the operating systemy’s attempt to prevent
you from inadvertently duplicating one of the built-in Windows keyboard shortcuts
and thoroughly confusing both your computer and yourself.
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Fip: If you've ever wondered what it's fike to be a programmer, try this. In the Shorteut Properties dialog
box, (Figure 3-10), use the Run drop-down menu at the bottom of the dialog box to choose Normal window,
Minimized, or Maximized. By dicking OK, you've just told Windows what kind of window you want to appear
when opening this particutar shortout.

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 to do.

Burning CDs from the Deskiop

In the old days (two years ago), every PC came with a CD-ROM drive. Nowadays,
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 your own CDs full of files
and folders without having to buy a program like Roxio’s Easy CD Creator.

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
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).

Ate: If you've turned off this feature, you can open the CD window yourself: Open My Computer, and
then double-click the CD icon.
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Now tell Windows which files and folders you want copied onto it, using one of these
three methods:

» Scurry about your hard drive, locating the files and folders you want on the CD.
Drag their icons into the open CD window, or onto the CD icon in the My Com-
puter window.

» Highlight the files and folders you want burned onto the CD. Choose File—
* Copy. Click in 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.

_ : fipfa: Al of this periains to copying everyday computer files onte a €D. if you want to bum music {Ds,
- don't use this method. Use Windows Media Player instead. (See page 232 for details.)

. Figure 3-11: -
. Top left: When you
- fnsert a blank €D,
- this window appears,
2 offering o open the
|- CD “siaging grounds”

& window that will hold
. shorteuts for the files
= volr want to copy.
16 right: The fittle
down-arrows mean,
“This icon hasii't been
“*burned yet.”

Lower left: The first

screen of ifie CD Wiriting

Fiz  Edt Wik Favames  Tecks  heln
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any_case, Windows now copies the files and folders into a temporary, invisible
ldm_g_—tank folder. (If you're scoring at home, this folder is in the Local Disk C:)—
uments and Settings— [ Your Name]—Local Settings—Application Data—Mi-
—~>CD Burning folder.) In other words, you need plenty of disk space before
_ egln burnmg a CD, at least double the size of the CD files themselves.
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Tip: Remember that a standard CD can hold only about 650 MB of files. To ensure that your files and foiders
will fit, periodically highlight 21l the icons in the My Computer—»(D 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.

Aote: When using a CD-RW disc (that i, one that you can erase and reecord), you can't change the
disc's name once it's been recerded for the first time. You can still replace #ts contents using the technigues
describad 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 backuaps, long-term storage, or trans-
ferring big files to other computers, a little bit of free software goes a long way.
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' CHAPTER

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

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

~: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
bout this or that Windows feature or problem.

Mavigating the Help System

- To open the help system, choose Start—Help and Support, or press Fl. 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
_'ome page, using the index, or using the Search command.

Heip 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 systemns and utility software, Finally, at the lower right, Microsoft treats you each
5 éay to a different “Did you know?” headline.

f one of the broad topics on the left side corresponds with your question, click
any_ tOplC to see a list of subtopics. The subtopic list will lead you to another, more
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focussed Hst, which in turn leads you to an even narrower list. Eventually youll 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 conzent,” you'll see the “Font size” buttons—Smali,

Medium, or Large.

Frequently sought topics Special help features Figmre 4-1;

When working in the Help
and Support Center win-
dow, you can use the Back,
Forward, Home, Favorites,
artd History buttons on the
toolbar. They may look fike
the corresponding buttons
in a Web browser, but
these buttons refer only to
your travels within the help
system. The Fuvorites but-
ton here represents your
favorite help pages—they're
ot 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. '

CI38 7 WINDOWS XP PRO: THE MISSING MANUAL

HP Inc. - Exhibit 1007 - Page 150




‘ﬁ'p This same drop-down menu offers choices fike “Any of the words,” which means that if you type video
settings, you'lt find heip pages that have either of those words. Choosing “The Boolean phrase” from this
“dirop-down merkl means that you intend to use the phrases o, and, ornot in your search phrase for further
i specificity. For example, entering video not settings would yield all help pages concerning “video” that don't

-~ discuss “settings.”

_ Wmdows displays only the first fifteen topics it finds in each of its help databases.

T 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 resuiting help pages.)

' Fig igure 4-2:
=+ Fach document tiile in the
* fist on the left is a fink that
- gpens up a help page on
s the right side of the menu.
.. (The dark highlighting
" shows matches for your
> segrch phrase.) The
. resuits are divided into
" | three different catego-
- ries—Suggested Topics
[ (fast but limited), Full-text
i Searchi Matches (slower
-+ bit more complete), and
" Microsoft Knowledge Base
(Intérnet-based). Click
{1 the appropriate category
=t name.

To use B
& OUper i Windows Exnhater,
o Right-cfick a file or Fdder,

The SBERFE menu displays the miost common
eommands Tor that Rem,

36 rasis Fourd Ew shartout me

St o ks

Pick a Basly
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if riptes

2 Ta ppen Bindows Explorac, elisk Start, point to AR
Pragrams, peint o Accesspries, and then dick
Windews Explover.

iz appear when you right-click a fil
skinn, it the right pane of a falder

ar folder on your idssiis
window, or ehen you vight-click an empty space on the
tazkbar or deskiow.

To display the entirs HEEER many, press and hold
down SHIFT while right-elicking,

1

Ealgted Yonlos

icioift Fisedbdds B34 (15 recl

- ;-j'Aﬁer 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
. 2ppears 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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Fip:When you're on a laptop at 39,000 feet, you probably do't have an Internet connection. tn that case, you
may prefer that Windoiws not attempt fo search the Microsoft Knowledge Base on the Internet, Click “Set search
options” just beneath the Search text box, and then tum 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.

hacut manusg

. Type in the kejiioid o fihd':_ e

f netwo

defired
diafing in to YPN
traubleshooter
troubleshooters
network administrators
defined
Network and Dial-up Conneckions
averviaw
access tights
autodial
atkonating
bestk praciices
cafback, configuring :
callhack, configuring for incoming connections |
calbhack, using
components, enabling
comporents, aptional

configuring

Figure £3:

As you type, Windows XP matches each character by
highfighting successive index listings to correspond with
the characters you've fyped so far. Most of the entries in
the index are indented-these are the finks to actual help
pages. Don't waste your ime 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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ij Ordinarily, the Help window fills most of your screen, so it may cover up whichever steps you're trying
“ 5 Tollow, However, dicking 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 smalier window. Click the button again to return to the

© two-pane view.

g .?What’s This?”: Help for Dialeg Boxes

i If j}ou re ever facing a dialog box (like the one shown in Figure 4-4) while scanning
i a custer 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:

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

- Figure 4-4;

- After clicking the question-mark icon dt the

* ypper-tight corner, you can click any controf

' in the diglog box—in this case, the Screen

= i Areq slider—to read about its funciion. R ; b
- To make the pop-up box go away, dlick | P § 3
- anywhere within its border. When the pop-up :

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

"= appears on your screen, simply right-click in | File sytem: NTFS

i1 the box and choose Copy (to copy the fext of :

+. thie pop-up to the Clipboard) or Print Topic & Usedspace: 2108851136 bytes- - 1.95GB

. (to print the help page for that topic). | B Feespacer © . 2752700416 bpss . 256GB

.| Geneal | Tools | Hardware : Shating) Quotaiiiin) i il

C U Capachy . 4,861.591552 biter T 46268

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

Remote Assistance

- Youmay think you've experienced stress in your lifetime: deadlines, breakups, down-
. sizing. But absolutely nothing approaches the frustration of an expert trying to help
- PC beginner over the phone—for both parties. The expert is flying blind, using
5--.Wmdows terminology that the beginner doesn’t know. Meanwhile, the beginner
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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 middie
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: I 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 whats on your screen. She can’t actually
manipulate your computer unless you grant another specific permission. And finally,
you 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.

D yor have a problem with yaus sound card?

If you receive an audic ere sessage, orif rou have general sound problams, you
rhght have a protiem with your sound card or zound card rizes, Go to the Sgund
wreublaphoaier for tora assistance,

Tan you plar DYDs after you fir a probiem with your seund card?

b, frf souind Hard i fing; but T sl Fecsive e arvar isssage.

L3 Wes; i anbvid !;?s'ar'nmplem;' ;

& Iwhnita_ﬁkfp_@&is_’sbéj:’r_;a.rid W somuthing dlse. R

ﬁi;% Back i .. Start Ovar.
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Tip: i, desplte afl ofthese virtual locks and chains, you absolutety can’t stand the idea that there's a tiny key-

ole EﬂtO your PC from the Internet, choose Start—Controt Panel. Click "Switch fo Classic View,” if necessary,
“and theﬂ double-click the System icon. In the System dialeg box, click the Remote tab, and turn off "Allow
_': Remote Hssistance invitations to be sent from this computer.” Click OK, Now you've effectively removed the
“iise bf the Remote Assistance feature from Windows XP.

Rerote Assistance via Windows Messenger

Windows Messenger is a little program that lets two people communicate across
‘the Intetniet—Dby typing in a chat window, speaking into their microphones, or even
' atchmg gach other via a video camera. It’s all detailed in Chapter 11.

.or 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 1t Works

'a’nsi‘mctmns for the novice

‘Suppose you're the person who rieeds help. If you suspect that your expert may need
to install softwaze or fiddle with your network settings while fooling around with your
- machine, sign into your PC with an Administrator account (page 517}. Then connect
o the Internet, and proceed like this:

Open Windows Messenger.
Eéf]éiampie, click Start—All Programs—Windows Messenger.
Ch’oose Actions— Ask for Remote Assistance (Figure 4-5).

Now the Ask for Remote Assistance dialog box appears.

- Figeare 4-5:

27 Getting going in Remote As-

- sistance s easfest in Windows
i~ Messenger (left). Just specify

- who's going to be the lucky one
o froublestioot your machine

. {right).

Gerd an Instant Message. .,
Start & Yaive Conversation..,
Start & Wider Conversatipn. ..
Send & Pl or Phatc

Send 2 Messaga to Mab‘le: At
Go To That Booms
toke a Fhang Cal

Senel E-mal

Start Apgication 3
Start Whiiehosrd. ..
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3. Specify who's going to help you.

T 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.

B MHever give autyour password or credi card
mamlyer in an instant riessage convarsalion,

“Irivits Someon k
thiis Convérsatior -
; Seric & Filelor Phetd
‘send E-mal

Robinegg?d is inviting vou to stad using Remote
Assistance. Do you want 1o Acoeod (AT or
Dadling ?&lhD) the inwitation? é ]

Sestsbania

Frarko has accepted your Remote Assistance irwiation gnicl is ready ta
connedt to vour computer. Lo

D0 you want ta let this persen view your scresn and chat with ';,«'cu?. e

Fligure §-8:

Both parties have fo 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 g visitation from someone who's
fechriically sawvier than you.

2
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Gﬁck Yes.
: . i’oﬁ’ie in good shape. Let the help session begin (Figure 4-7).

"I"Hé.o'rﬂY farther action that’s required on your part comes when the expert asks for
Pefmjssion 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.

Take Contral button Scale/Actual buttons

+ Figure 8-7:
K the victim’s screen isn't
i exactly the same size
" s younrs, you have two
:1" options. If you click Actual
= Size the other person’s
" screen is represented at
- fulf size, although you
- may have to scroll around
- to see alf of it. If you
" click Scale to Window,
- Windows compresses
* (or enfarges) the other S o
© PErson’s screen image Vo, s P . 3¢
. {o fit inside your Remote
Assistance window, even
: though the resulf can be
* distorted and ugly.

oty 22 ik L gl

Chat area Reat 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 Discornmect 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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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 forthj—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-
tan Remote Assistance window that's filling mast of the screen. Don't. [f that window closes, the connection
closes, too. What you really want is o rminimize it, so it's out of your way but not closed.

Figure §-8:
Top (beginner’s screen): Now the
expert wants fo touch, not just look.
You're not actually relinquishing
R Lo el controf of your PC-you're going fo
Do yaul wish to let Frankn shars cantral .oF your computer? 1 s LT share it. Both you and your expert

: : RN SRS will be able to move the mouse and
type simultaneously—a comical,
strange, and fairly useless phenom-

T _ T enon, It’s probably best to keep

Tt is recomménded that you and Franko durotuss @ your fiands off your own machine

the maouse at the same tima, You can maonitor all : . bl
activity and stap controf at any timé by pressing the: - - while the work is being condicted,

ESC kay, Mote that using any key sequsncs of . . .
combination including the ESC key will alsastop. - 1 Bottom (expert’s screen): Once

controk _ e you're coniroffing the other
: . : machine, you can cancel at any
time, too.

Erankn would i b share conkrol of vour Edrnpufer to i‘ge.ip Solvé the
problem, . . T e

frﬁ \ You now are sharing control of Robinega2d's n:z:smputer; Click in Robireggz®'s
v stygen to get startett,

Corit-ol wi return b Robinegu23 | ol press the ESC kay, ot ény key
saguence or combination including the ESC kay (such as ESC+TAR)

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

4 WINDOWS XP PRO: THE MISSING MANUAL

HP Inc. - Exhibit 1007 - Page 158




helP anyone else with Windows XP, even if neither person has a Passport nor uses
“ Windows Messenger.

;fﬁs't}uctions for the novice
* If yow'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 vou.”

“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
35 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 does’t have Windows
Messenger, proceed like this:

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

: Thls works only if youw've already set up your PC for email, as described in Chapter
12,

Now the screen changes again.

e Fgwe 29;

" Speaking of security, you can
dfso set up a password here
“for-even more protection. The
- guirts won't be able to connect
i ta your machine without the Rernoky Assistancs - Brnail an Invitalion
- password. (Of course, you
= need to find some way of i
tE!lFﬂg hfm Whﬂ'f the pﬂSSWOfd Tofessen the chane that someone frauduently salns sooess bo your compiter yo0 can mt the tios in which 2 recpient e stospt &
emaybe ca.l'lmg on the Tamze Asg!skffﬁ Irvvikation, Specify the duration the this invibatior wi remain aer,
‘phone or sending a separate i

-email,)

For seeupity reagons, R is strongly recomimentad that yel set 4 password that the recipient must use to conriect bo your computer, Do
- ek use vour fetworl or Windees fegen passwors,

3 Type passwod: Confim passwoed:

fasne i isoes

- Empostast You must communicaba the passwond to the reipient.

[ {}3 s dend Tovkathn
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Mafe: If you dick “Save invitation as a file (Advanced),” instead, Windows saves a little invitation ticket {with
the unusually long filename extension .MsRc/ncident) as a file on your hard drive. You can transfer this little
fita—the aciual invitation % 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.

Fim: On the other hand, if the expert is a friend or family member who rescues you: frequently, you may
as well change the seftings to the maximum-~30 days—so that he can tap into your machine whenever it’s
convenient. (in fact, in the Contre} Panel program called Systern [page 295], you can crank up the maximurm
10 99 days by ¢licking the Remote tab and then Advanced.) You save several connection steps this way.

5. Set up your secutity 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.”
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Instructions for the expert

. 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.

| Geiﬁiﬂg Help from Microsoft

L 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:

Figure 4-18:

You, the gury, have just received q
MsRclncident tickei—an invitation
to help somebody whose PC needs
troubleshooting. Lucky you!

And by the way: If the novice, a
trusting individual, has sent you

a Remote Assistanice tickef that
doesi't expire for a very long time
(99 days, for example), keep it

VITATION FROM: Chris Clson .

around on your desktop or in your

Start menu. From now on, both of I
. P 3 lud .

vou can skip aff of the invitation- ] pe includsd befow

whe::rever he needs your he_lb, he ifollowing the instructions at:

can just call you up or email vou, :

:iChris Dlson walliel like your assistance. A personal message may
and-response rigamarole. Now, H¥ou can easily provide assistance from your computer by

And all you have to do is double- Inttp; /windaws, microsaft, com/Remote Assistance/Ré, 5o

click your ticket and wait for the OK
from the other side.

)

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.

a

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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ning correctly—you can call as often as you like for help getting Windows going
this way.

After that, you can call for everyday Windows questions for free—twice. You'll
be asked to provide your 20-digit product 1D 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) 633-3311.

(Tf 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: 1t you're notin the United States, direct your help calls to the local Microsoft office in your country. You'l
find a list of these subsidiaries at wwwmicrosoft com/support.
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' CHAPTER

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
og] ams are available for Windows than any other operating system on earth.

B_ut-when you launch a program, you're no longer necessarily in the world Microsoft
signed for you. Programs from other software companies work a bit differently,
"there sa lot to Jearn about how Windows XP handles programs that were born

ing, and managing programs; using programs to generate documents; and understand-
ing how documents, programs, and Windows communicate with each other.

oubie_:__;hck an application’s program-{ile icon in the My Computer—Local Disk L -

—*Program Files—application folder, or highlight the application’s icon and
press Enter,

Press a*_ }(gy combination you've assigned to the program’s shortcut (page 131).
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* Choose Start—Run, type the program file’s name in the Open text box, and then
press Enter.

> Let Windows launch the program for you, either at startup {page 33) or at a time
you've specified (see Task Scheduler, page 491).

« 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 Jaunches 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 regulatly 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.

Figure 5-1:

Top: Press Ali+Tab to highlight
successive icons in the list.
When you refease the Alt key,

the program whaose jcon you've
highlighted jumps to the front.

Bottom: The taskbar lefs you
know which programs are run-
ning; the darkest button telfs you
which program is active.

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

» Usethe 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 93). In that case, clicking the taskbar button doesn’t bring
the program’s windows forward. You must actually click a selection in the taskbar
buttor’s menu of open windows.
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- Chd( the window. You can also switch to another program by clicking the part of
" its window that’s visible in the background.

: .".- The relaunch technigue. Repeat the technique you used to initially launch the
. program (chooseits 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 Altkey 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.

Tc.).“move backward through the open programs, press Shift+Alt+Tab.

rxp ‘For qmck access 1o the desktop, ciear the screen by clicking the Desktop button on the Quick Launch
taiolbar (its icon looks fikean old desk blotter)—or just press the Windows [ogo key-+D. Pressing that keystroke
: 'ag i 'hrmgs all the windows back to the screen exactly as they were.
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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
afways 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 Clese 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
mend.

» Press Alt+F4 to close the window you're in. (If it's a program that disappears entirely
when its last document window closes, yow'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
progranm’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 Win-
dows Me], but that doesn’t mean that prograrms 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 toel 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. What happens next depends on whether or not your PC is part of
a domain network (page 19):

« Part of a domain, Ctrl+Alt+Delete summons the Windows Security dialog box, a
special window shown at top in Figure 5-2. Click the Task Manager button, The
Applications tab on the resulting dialog box (Figure 5-2, bottom} provides a list
of every open program. Furthermors, the Status.column should make clear what
you already know: that one of your programs is ignoring you.

WINDOWS XP PRO: THE MISSING MANUAL

HP Inc. - Exhibit 1007 - Page 168




. i’art of a workgroup (or net networked). You save a step. Ctrl+Alt+Delete brings
you directly to the Windows Task Manager dialog box (Figure 5-2, bottom).

T'p You can also rur Task Manager by right-clicking the taskbar and then selecting Task Manager from the
~“sFiorteut menu. Doing this bypasses the Windows Security dialog box and brings you directly to Windows
: Tésk Manager, with the Applications tab selected. Or just press Shifi+Ciri+Alt+Delete,

:A's.s.hown in Figure 5-2, shutting down the troublesome program is fairly easy; just
dlick its name and then click the End Task button. (If yet another dialog box appears,
teﬂmg you that “This program is not responding,” click the End Now buiton.)

- Figure 5-2:

: Top: Click the Task Manager button on the
{1 windoews Securily dialog box to check on the
[+ status of @ troublesome program.

" Bottom: As if you didn’t know, one of these

.: programs is “not responding.” Highfight it
name and then click End Task to slap it out of
its misery. Once the program disappears from
‘the fist, close the Task Manager and get on
with your fife. You can even restart the same
rograi right away—ito harm done.

{ Lcu:kCemputer }i '. m-; off. '_'i::l.; Shut T |

E Change Password }L . TaskManager f” 5 Cancel }

é{ég untitled - Paint Running
[ Runring
; Mot Responding
@Documentz - Microsoft ord Rurining
@.ﬂ. fish stary -~ Microsoft Word Runririg
@Warking Gutline - Microsoft Werd Runring
@ Gocghe - Microsoft Internat Explarer Rurining
A Appearance and Themes Rurning

ENTExh.b.t 1007 - Pag%51 69
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When you jettison 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.

Fip: i 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 click the End Process button.
(The Processes list includes dozens of programs, including many that Windows XP runs behind the scenes.
Finding the abbreviated shart 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 feast the frozen program is
finally closed.

Saving Documents

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

You chose 1o ead the nonaspansive program, WordPad
HFC Applcation.
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Maost 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.

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. '

Figure 5-3: Back New Folder
Top: These buttons vary by ap-
plication, but the basics always
help you navigate and view your
fites and folders.

Bottom: The buttons at the left
side of the Save As diclog box
provide quick access to the folders
where you're most fikely to stash
newly created documents. the My
Documents folder, the deskiop
itseff, and so on, But by using the
“Save in:" drop-down list af the
tap of the screen, you can choose
any folder you like.

Up One level  Views

f: G My Documents

My Recent
Documents

Lﬁ_jThe Great Estonian Novel
T

§8ixansas City Star

8 arne_:,:T heDlnasaur com

Wab F’age cnmp&ele[ J";trn h!m{!

Westem Earopean {ISO)

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 you've just created (Figure
5-3}. Now you're free to navigate to some other folder location, as described in the
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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 proposad location for saved (and recpened)
fles. In Microsoft Word, for example, dlick Tools—»Options—File Locations tab to change the defailt folders
for the documents you create, where your clip artis stored, and so on.

What's the benefit? First, using the My Documents folder ensures that your file won’t
fall accidentally into some deeply nested folder where youw'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
difficult to lose.

Second, i’s now very easy to make a backup copy of your important documents,
since they’re alt 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 {ile and when
retrieving it.

Tip: I 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.

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 662, you can add
*he icons of any favorite folders you'd like here.

153_._;--" RN
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Navigating in the Save As Dialog Box

Tf 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.

" fo 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 youw've opened recently
i within this program.

Y - Fip:in Microsoft Office, if you point to this button without clicking, & tooltip identifies the previous folder
+, byriame.
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* 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.

» 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 choeose
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 fo the View menu options described on page 78. But in some
programs, including Microsoft Office programs, you may receive a few additional
options—a choice of Large Icons or Smalt 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:

» 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.

= Teols 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 20 for
mote on sharing networked folders.)

Mavigating 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
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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 lst up or down. Press Home or
End to highlight the top or bottom ttem 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 bution).

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.

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.

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, ot
by pressing Alt+¥4. 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.

CHAPTER 5. PROGRAMS Aﬁfﬂ@&ﬁﬁ'@ibit 1007 - Page 1!2?



162

As described on page 76, 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 docuument 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-ctick 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 56.)

» Ifyou're already in the program that created the document, choose File—Open-——or
check the bottomn 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.

» Type (or browse for) the document’s path and name into the Start—Run box or
into a folder window’s Address toolbar.

The Qpen 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 youw've opened.

When yow'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
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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 expertenced 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.

Figure 5-4:

Stppose you want to emaif
sorne text on a Web page to
a friend.

Dueensiand emu farming
Conditions of spplication Far emu farm licence

Left: Start by dragging through
it and then choosing Copy from
the shortcut menu {or choosing
Edit—Copy). Now switch to
your email program and paste
it into an outgoing message
{right).

Pasb ien, { Poudn fesaarch s L Catleg, DFI

Loy As promised, heze's the infermation an Emu
Farming. i must admit that | never weuld have
geeswed this 16 he your sext career afier that Enton
businges, but besi of ok, —Frank

A apphtante & o b 2 thai ,,

‘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.)

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
mmenu, 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,
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Fip: To drag highlighted material offscreen, drag the cursor until it approaches the top or botiom edge of
the window. The document scrells 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. s especially useful when yow've already copied

® 5-5:
ﬁg ' Fow people ever espected O R een bo trivmph owar the Faw prople ever expesiad O Heen 1o trivmpl over the

Cth in the midale of some Beast; be was tired, soreaty, and missing fires of bis fowr E Beask; he was tired, sweaty, and missing three of bis four E
h{ghffghted fext (fef[) and firnbs Fipt showly, pradvally, ke began to Bous, pointmg % limbs, B SRE wt stowldy, E
E E
} !

sRMing index finger wowerd ihe lumbeding gradually, he began to forus, Fhinting Ins ove retnaining
dr ag it info G'HOHTET P’GCE wd ¥ w:.ft For juuc?y O'Keen mttered index Fnger wward the lumbering animal “ Yeu had oy
within the document—into ing by have yows 7§ wife for hapeh,” O'Fleen muttered betwrnen clanrhad terth,
a different window or

“Hlow T m going to have yours.”
program (right).
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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, ot even
individual letters, just by dragging thermn—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 Cirl as you drag, however, you make a copy of the highlighted text.

Drag-and-drop to the deskiop

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.

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.

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 correspending 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.

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

Figure 5-6;

A Scrap file will appear
when you drag material
out of the document win-
dow and onto the deskiop.
its icon depends on the
kind of material contained
within, as shown here at
feft. You can view a dipping
Jfust by double-clicking it. so
that it opens into its own
window (right).

7 thewerds emu or emus appear those words shall mean the jazon
s Dromas novashollandise.

canis should, however, be aware that only properties containing

S 186 WINDOWS XP PRO: THE MISSING MANUAL

HP Inc. - Exhibit 1007 - Page 180




‘Insert Object (OLE)

“Here’s yet another relative of the Copy and Paste duo: the Insert Object command,
which is available—aithough 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
" ¢dit 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 memeory. Still, if the idea of
“self-updating inserted material intrigues you, here’s how to try it:

1. Create a document in a program that offers OLE features,
Some programs that do: Excel, Word, WordPad, PowerPoint, and Paint.

- 2, Click to indicate where you want the inserted cbject 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 yow've already created (using, for example, Excel,
Paint, Graph, or Imaging}.

I you choose Create from File, a “Link to file” checkbox appears {Figure 5-7). kt
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.

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.)

“Expori/lmport

When it comes to transferring large chunks of information from one program to
“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.
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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.

Fignre 5-7:
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Filemame 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.

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
letters long. Here are some common examples:

VWhen you doubie-click this icon ... ... this program opens it
Fishing trip.dec Microsoft Word
Quarterly results.xls Microsoft Excel
Home page.htin Internet Explorer
Agenda.wpd Corel WordPerfect
A home movie.avi Windows Media Player
Animation.dir Macromedia Director
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ip: Foran exhaustive list of every file extension on the planet, visitwww whatis.com; dick the link for “Every
‘FHla Format in the World."

B:éhind 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
“suenu bar of any folder window. When the Folder Options box appears, simply click

the File Types tab (Figure 5-8).

Displaying Filename Extensions

t'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 mosticons {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
“ven have seen them.

Figure 5-8:

Each software program you install must register the

file types it uses. The fink between the fife type and the
program is called an association. This dialog box displays
the icon for each file type and an explanation of the
sefected fisting. in this example, the box tells you that
sound fites with the suffix .aiff open in Windows Media
Player when double-clicked.

fliine Files|
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{_ New H Delete J
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Flés with exténéinn BIFF are of type BIFF Format Sound’. To
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[UK l i i:e_‘,:,cet. i

- 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 appeat would you discover the answer to the mystery: that is, one of them
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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 shortent
meni).

#iKansas Sty Star.him
@Lﬁcense Bgresments doc
{Mars Lardscape. jog

lidhy Amusing Jokes.doc
@My Life as & Gnat.doc
@Never Say Cry.mpd
New Widgets.ppt
g‘}fj?opsicle €O .

@:} Quarterly rasults doc
@Salery Projections. ds
@Shortwt ko Funny Quotes
@’f{iﬁhortcut to Mars Landscape

Figire 5-9;
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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—sFolder 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.

Tip: Even if you prefer to hide most file extensicns, you may still want one particular type of document to
apoear 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 fitm or himl

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 Advancad butlon, and—inthe
Edit File Type dialog box—turn on “Always show extension.” Click OK, and then dlick 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?
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-.-Windows comes with its own extension-to-application pairing list, as depicted in
; F1gure 5-8. But at any time, you can reassign a particular file type (file extension) to
‘4 different application. Having just bought Photoshop, for example, you might want
_"1t fo 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
-'Foldel’ Options dialog box shown in Figure 5-8. Click the file type you want to change,
‘dlick the Change button, and then proceed as shown in Figure 5-10,

.'Here s the short way: Right-click the icon of the file that needs a new parent program.
I the shortcut menu, you'll see a command catled Open With. As shown at right in
Figure 5.10, it may offer a submenu that lists the programs capable of opening the
-§le. If the submenu isn’t offered-—or if you bypass these proposals and select Choose
:Program from the submenu—Windows presents the Open With dialog box shown
“at left in Figure 5-10. Just find, and double-click, the name of the program you now
“want to open this kind of file.

- Figuge 5-10:
¢ Left: Windows is prepared
- to show you a list of every
* program that can open
the mystery fife. Scrolf
 through the fist of installed
- programs to select the one
- you want. By turning on
" the checkbox at the bottom
- of the dialog box, yous cre-
- qgte a file association that
= will handle similar files
= (those with the same file
b exfension) in the future.

* Right: A shortcut o the

- dialog box shown at feft is
- the Open With—Choose
Program shortcut meng.

Reccrmended Pragrams:

% panr

5 Intwrne! Explarer
‘ Microrsalt Exced
[} #rosaft Word

] Propstins i

‘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,
-:t_hen 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
Jpg file—just this once.

_?i;b: This technique is an effective cure if you've made a file association by mistake, orwhen a newly installed
program performs the dreaded Windows Power Grab, claiming a particular file type for itself without asking
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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.

In any case, Windows offers you two different buttons:

« Select the program from a list. Windows displays a dialog box that looks a lot like
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.

Figupe 5-7i:

Left: Sometimes Windows
doesn’t know what to do
with an icon you've just
double-clicked.

Right; Use this window

to sefect a program for
opening the mystery fife.
I¥'s sometimes useful to
associate a particular

- document type with a pro-
gram that didn't creqte it
by the way. For example,
if you double-click a text
fife, and the Open With
dialog box appears, you
might decide that you
wanti such documents to
open automatically into
WordPad.

» 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

B ¥ S WINDOWS XP PRO! THE MISSING MANUAL

HP Inc. - Exhibit 1007 - Page 186




abéut new file types, and the Change button, which lets you reassign an existing file
type 1o 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
t.ha‘{ could come in handy someday. For example:

i 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 fies, for example).

::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 122},

s 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 vou 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
Aist of things that might happen when you double-click an icon: open (open) and
- printto (print), for example.

+Of course, icons almost always opern when you double-click them. But by highlight-

“ing one of the other Actions listed here (if, indeed, Windows gives you a choice
~t for this file type) and then dicking Set Default, you can establish a new behavior
i 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-
7~ 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-
7 mands—for example, Open in Photoshop—that open the selected file in a certain
", program. Figure 5-12 (bottom left) llustrates how it’s done.

" Tig: Placing an ampersand (&) symbol into the shortcut-menu command, as shown at lower left in Figure
- 512, creates an underlined shorteut key, as shown at lower right.
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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).

Figaure 5-12:
Top left: The Advanced box
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The Pre-Installation Checldist

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 517).
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(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.

Tf the software or its Web site specifically says it’s compatible with Windows XP,
great. Install away. Otherwise, consult the Microsoft Web site, which includes a
list-—not a complete one, but a Jong 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.)

_'-f Fip: See “Older Programs” later in this chapter for compatibility tips.
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» 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 yow're at all concerned about the health and safety
of the software you're about to install, remember that the System Restore feature
(page 475) 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.

If Autoplay is working, a few seconds after you insert the CD into your drive, the hour-
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 menw; a yellow “New programs have
been installed” balloon appears next to the All Programs button. If you click there,
the program’s name appears lighlighted in orange, and your Start—All Programs
menu is now ready for action.

Installing sofiware 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.
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As shown in Figure 5-16, this listing shows every program on your PC—well, at [east
those that were installed usinga standard Windows installer, Click the name of one to
expand its “panel,” a thick gray bar that shows you how much disk space the program
takes, when you last used it, and so on.

Tiip: Some programs indude a “Click here for support information” link, which produces a fitle 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 anto-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 PCin
the form of a compressed file, with all the software pieces crammed together into a

Figure 5-13;

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

Top: When you click a fink to
download something, this box
appears. Click the Save button.

Bottom: To avoid losing the
download in some deeply
nested folder, choose Deskiop
from the “Save in:” drop-down
list at the top of this box, After
the download is complete, quit
your browser. Unzip the file, ; 2 I
i necessary, and then run the © MyFeesrt | Mo Coor s
downioaded installer. - Documents | Ty ég Fi:pp}:{#«']
: ] e Local Disk [T
& CD Diive (D3)

Shanad Domurenta

% My Documerts
% My Recent Documerts

e
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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 471.

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

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.

Instaliing 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 CI) 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.

» "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” statisticat 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),
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As you dlick 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.

Figare 5-14;
Most of the optional instaflg-
tions involve networking and Windows Components

crdmfnistr ative tpols designed ‘You can add of remove companents of Windows XP.
for corporate computer

technicians, One in particutar, e : G
however, can be useful to just o réiove a Caftponant, chck 1 checkbos,

about anybody: Fax Services. pait o therarmpinert wil be instalisd To see what's meltided in
This optional installation is the  § :
software that turns your PC

inte a fax machine.

L e )

The truth is, most people find this list more useful for its ability to remove 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.)

SP1 didn’t do anything to change XP’s looks, features, or speed. It was mostly what
Automatic Update (page 331) 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 356).
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« If you make substantial changes to your PC’s guts—surgery so dramatic that you
have to reactivate XP {page 16)—vyou now have a three-day grace period before
Windows locks you out of your own machine.

The real raison d’étre for SP1, though, wes 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— Al 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.

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.

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.
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« 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 cugrent Web browser as your default browser.

Figure 5-15. .
Jop: Justice at work. ) . v : ——

i pragam configuretion spacfies default prograns For cerlain activities, such ay Web brewsing
Microsoft’s setlement ©on sending e-mall, and which grograms ate accessible from e et ;nem sshbop, ard tther
with the ULS. govern- fseations.
ment inclided giving chanse & cortigurstiore
yott the opportunity of oo

hiding non-Microsoft Meroift Windows .. :
programs. Choos-

ing “Non-Microsoft”
completely hides all
traces of Microsoft’s
Web browser, email
programs, and 5o on.
They don't even appear
i the Start meng,

{?}‘ Hon-MRoresaft

{‘) {ushom

& program configueation specifies default programs For tertain ackhities, such as Web brawsing or sending
weimal, aned which programs are accgssible Frign the Start meny, deskion, and other ngations.

Choose 5 configuration:

Boitorm: Choosing
Custom fets you mix
and match: Microsoft
software for some func-
tions, other companies
for others.

L &y
1 get Program |
s Acessand
Defads

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.

Hode: Not all non-Microsoft programs show up here—only versions that have been released since SP1
became available.
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Uninstalling Seftware

actually in the program’s folder.

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

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

left, and then proceed as shown in Figure 5-16.

Ti: If your compuiter is a member of aworkgroup and you're using Fast User Switching (see page 536), don't
delete & program until you've verified that it isn't running in somebody else’s account behind the scenes.

i ﬁ.d‘d;'ﬂemové. :
L Vindows
- Comporients |

! Sat Program -
CAeddss and:
- Diefaulty

Brograms. -

Currently installed pragrams:

Sorkby:

Chengeor | E33 Adobe Acrobat 5.0
Remove

Programs

t
H
¢
:
i
¢
i
i
i
|

f] Miciasolt Office ¥P Professional.. S

T ehiarige this sroara of reinve i From your Comptar
Fol ek Change 6r Remon = 1 s T

dd Hew. /: b L
B snegtt 6

@ StuffiE 7.0

u@}j Wiiware Waorkstation

@ weather1

;i’;?;i ‘Wiridaws XP Service Pack 1

; @ WinZip

i

<1 Charge !

arme ¢
Size ok
Date Last Used 8

[ - Bredaently. |

Clitk Fire For stippart infotmationi SEr Used 3
' [ Last Used On sl of2 A0z

11.95MB

Size

Size 16,9348
Siza 147708 |
Size 9.05ME |
Size 3.04M5

Figare 5-76:

To vaporize a pro-
gram, click fts name
fo reveal its gray,
highiighted panel. as
shown here, and then
click the Remove burt-
ton. You can use the
“Sort by” drop-down
meny to sort the list by
Frequency of Use or
Date Last Used. (Note,
though, that Windows
doesn’t keep peifect
{rack of all fypes of
programs, especially
those that run in the
background, so these
statistics are fikely to
be unreliable.)
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. 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.

Afpier Until Service Pack 2 came along, the listin this dialog box was duttered up with dozens upon dozens
L of “Windows Hotfixes"™the little security patches that Microsoft sent out weekly or monthly via the Internet
iust o make your life interesting. In SP2, though, they're mercifully hidden—at lzast until you turn on the

“Show updates” checkbox at the top of the window. Then a new Windows Updates category appears in the
fist, ravealing the individual hotfixes you've installed so far. That's useful to rememnber if you suspect one day
""" ihat 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
" bé called the “Add or I'll-Make-My-Best-Effort-to-Remove-Programs,-But-No-
"Guarantees” program. A disappointing percentage of the tirme, one error message or
_ariother 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
rou highlight an entry and click Remove, Windows just fires up the program’s own
‘urtinstaller program. When the uninstaller doesn’t work, thanks to some bug or glitch,
the fun begins.
The truth is, the world wor’t end if you just leave the crippled program on board
ur PC. You can join millions of other PC fans who slog along, hard drives corroded
th bits of software they can’t seem to remove. Apart from the waste of space and the
inea -'feeﬁng that your PC is getting clogged arteries, there’s no harm done.

you rather wipe the slate clean, start by visiting the Web site of the company that
tade’your program. Dig into its support section to see if the company has provided
any remioval instructions. {Some companies discover bugs in their uninstaller
ies just like any other part of their programs, and then release patches—or even
i’emoval tools—that let their customers remove their software.)

ste_p doesnt lead anywhere, you can get serious by eliminating the stubborn
its by hand Tarn off the phone, cancel your appointments for the afternoon, and
d hke this:

____"that the program can actually be removed,

ay be that the program isn't really on your hard drive any more, but its oz-
phaned hstmg in your Start menu lingers on. (For example, maybe you've installed
newer version of a program that overwrote the older version, or maybe you've
leted the ‘prograny’s files by hand.) In this case, follow the procedure described
the box on page 184 to remove the abandoned entry.
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Tip: If the program you're trying to remove doesn’t seem to be listed in the Add or Remove Programs list, lock
for ofiier versions of the name. For instance, to remove Word, look under “M” for Microsoft Word or Microsoft
Office, ¥ 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 prograny’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 the facing page.

. Find out where the program is.

As you 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 1NWINWORD.EXE. So before you can eliminatea
program, you have to know its secret location.

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
culprit. Leave the Properties box open for the moment.
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4Tm'noff any auto-loading components.

Fat -'fd 5 many Windows programs are designed to load some of their components
it memory the moment you turn on the PC, where they stay until you shut
Jovti the machine. The problem is that Windows refuses to delete files that are

‘Flgare 5-17: '
As utliniad on page 35, the path notation shown here
ideritifies where this program sits; each slash indicates
a folder within @ folder. The name after the final slash
identifies the actual program by its real name. In this
cdse. the: Target box says C'|\Pgm Files\PFU|ScanSnap|
' Driver|PfuSsiMon.exe.
vy it o ot PuSsMon.exe Is the real name of ¢
Pprogram that appears to you as ScanSnap Manager. _ 7
Instead of trying to remember alf these folder names, Target:
st efick the Find Target bution to open a folder window, : ‘ |
complete with the program file highlighted. siattin g ; §

Scanbnap Manager

Target type:  Application

Targsl locatior: Driver

§

H

Shurtcué kaw i More

& R t Normat window

it Comment:

s Fxncl Target.:A__} { _Changelcm..“_j t Advanced.. } t

I . tapcel E
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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, Comumand, for
the secret folder name you unearthed in step 3, and turn off the checkbox next to
anything that matches.

Nafe: Don't go muts here. Trimming the fat a little dozsn't hurt, but this list includes a few essential Windows
programs that the PC requires to start up. if in doubt, leave it alone.

Cuiickeys Engine
Snagk 6

Figure 5-18:
BRSO In this example, the recal-
Gomeral § SYSTEN THL | W B citrant software bif stuffs
' - fwo components into your
Sartip ] eammand Ll o . startup process. One of
(et S Caroa det i | thom, you can denty
el MlirusoFt Broadhan... C:'I.WINDOWSXInSta!Eer‘g{BCCi5633-2327‘%3%*89.354383..‘ Commort Startl..t: 3 b}’ fame (PfUSSSd) " rhe
T Miosoft CFfice CHIPROGRA~1{MICROS~40ffice L0103, EXE -b -| Cotrer Startu: | ofher, you can identify by
{7 MMerossft Works Ca,.. CIPROGRA~1|COMMOR1IMICROS~1{/ORKS S~ k... Common Startd | the path in the Command
1
!

[77 Pfussset
71 scanSnap Manager

i 71 Dragon Noturallysp...

Commen Startu column {a familiar path).

Common Starfu,
Startup

C1PROGRA~1\CESOF T~ 1 Quickeys\QkEngine .exe
C\PROGRA~ I TECHSM~ 11BNAGI T~ 115naglt32 exe
¢\PROGRA~TScanSefHMATURA~ U Programinatspeak. ..

CaMProgran Fles\PRLAScansnaplPluSsact exe {Statiosn
CHYPROGRA~1\PFUScansnapiDriver\Prussian. exe

{ . Endblesll

'. & OK ]l Cancal
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Click OK when yor'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 cormes to, click OK.

If the gods are smiling, you are now free to delete the program.

5. Look for anything you want to keep.
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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.

Fipz 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.

. 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 dlose
-, pefore you can delete them. Right-dick 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, hightight it and click 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 nght 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.

_R?iimmg Pre-XP Programs

As any 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 1sn't quite as limiting to your
softwarelibrary. Microsoft has pulled every trick in the book to make older, pre-~Win-
dows XP programs run successfully. For example:

16-Bit Programs

A 16-bit program is one that’s so old, it was written when Windows 3.1 roamed the
earth and George Bush Sr. was president. (Programs written for Windows 95 and
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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.

As a result, 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 195.)
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Programs Written for Windows 95, 2009, Etc.

prmr:lple, programs that were written for recent versions of Windows should run

fne 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

ven theu‘ installer programs) may say, Windows what?”--

and refuse to run.

To tunately, the Propertles bex of every program (or program shortcut) offers you the
.OPP{',rtumty to foolsuch programs into believing that they’re running on a Windows
95 machine, Windows 2000 machine, or whatever. Figure 5-19 details the process,

tit 4 few footnotes are in order:

Figure 5-19;

if you've successfully installed an older program that
‘doesn't seem to work in Windows XP, fi ind its applica-
ai fcon as described on page 83. Right-click the icon
wd choose Properties from the shortctt menu. In the
Properties dialog box, click the Compatibility tab, turn
on:“Run this prograrn in compatibility mode for,” and
then, irsing the drop-down menu of past Windows
‘versforis; chaose the version you susped will make
“yoifr program happiest. When you click OK, Windows
X0 will try to fake out the program, making it run,

our dialog box may differ slightly fromt the one you
- ere, depemﬂng on the program you are trying
ran:

- | General | Compatibilty | Securty ¢ Summarg |

If you have problems with this program and it warked corectly on
an eater version of Windows, select the compatibiity mode that
rratchas that eariar vargon.

- Compatibility mote- - -

Run this program in compatibility mode for:
wWindows 55

- H{windows NT 4.0 {Service Pack 5] k
© [Windows 2000
tTHwin 256 colors

[T Run in 640 » 480 soreen resolufion

[T Dicable visual themes

. }Inpm gty e L
[7] Tum off advanced text services for this program .

Leam .mme about prograrm cormpatibility.

A N )

XP is askmg for disaster.

You're much better off securing an updated version of the program, if it's available,
heck the program s Web site to see if an XP-compatibility update is available.

T try thls trick with utilities like virus checkers backup programs, CD burning
oftware, and hard drive utilities. Installing older versions of these with Windows

he program you're trying to run is on a CD or on a hard drive elsewhere on
1€ network, you won't be able to change its properties using the steps described
Flgure 53-19. Instead, choose Start—All Programs—sAccessories—Program
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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.
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9 ven after a fresh installation of Windows XP, a glance at your Start->All Pro-
{ grams menu reveals a rich array of preinstalled Windows XP applications—
- as an infomercial might put it, they’re your free borus gifs. This chapter of-
s'a crash course in these programs, a few of which could probably merit Missing
Manuals of their own,

?&ie'wmdﬁws P Accessories

I\/hcmsoft calls many of these built-in programs accessories. They have two things

e only occasionally. Second, you get to them from the Start—All Programs—Ac-
cessones [ment.

Accessab:!nty Features

you have trouble using your keyboard or making out small text on the screen, the
programs in the Start—All Programs—sAccessories—Accessibility menu may be just
what "you need.

Accessiibn’fty Wizard
indows 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.

_e_A«_:cesabmty Wizard offers these features to you, one feature at a time. Its screens
uvite 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.

CHAPTER 6! THE FREEBIE SOFTWARE

in comimon. First, they're all smallish, single-purpose programs that you'll probably o
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Fip: Not all of these features are useful orly to the disabled. If you have a flat-panet screen, for example,
you may have naticad that everything on the screen is smaller then 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 Hke a software magnifying glass—a floating rectangular window that
enlarges whatever your cursor touches (sce 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 yow'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
choosing Start—All Pro-
grams—Accessories—
Accessibility—Magnifier. You
can drag the large magnified
window (top right) around to
a more convenient spot on
the screen, and even resize it
by dragging the lower-right
corner. If you like, use the
Magnifier Settings dialog box
(top left) to choose the Invert
Colors option-a color scheme
with higher contrast.

Bottom: The On-Screen Key-
board may be just the ticket if
vour keyboard keys {or your
hands) aren't fully functional.
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Marrator

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 youw've
typed, and so on. Narrator doesn’t work in all programs, and it sounds a little bit
ke 2 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 o moving the Welcome diaiog box, you'll discover a second dialog box hiding squarely
behind it—one that lets yout control what Narrater 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 1 it,

Uiility 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 dre available only if you start and stop the program
using its keyboard shortcat (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:

« HyperTerminalis 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 HyperTerminal 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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» Network Setup Wizard and New Connection Wizard are shortcuts to the setup
programs described in Chapter 18.

» 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, XP. Page 622 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 liitle 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 16.

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 cnto
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.)

WINBOWS XP PROI THE MISSING MANUAL

HP Inc. - Exhibit 1007 - Page 208




 Character Map
' Your computer is capable of creating hundreds of different typographical symbols-
* thie 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,
Btk they're hidden behind the keys you do see.

The treasure map that reveals their locations is the Character Map. When first opening

: isprogram, 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
"appéal_;:é- to help you distinguish them. See Figure 6-2 for details on transferring a
particular symbol to your document.

‘Figure 6-2;

fop: Double-click a character to transfer itfo

s “Characters te copy” box, as shown here.
(Double-dick several in a row, if you want to
captine q sequence of symbols.) You may have to
“siroll down quite a bit in some of today’s modern
- Unicode fonts, which contain hundreds of charac-
rs: Click Copy, then Close.

6&611'1: Wihen you've returned to your document
hoose Edii—>Paste to insert the symbols.

B

SprayMen :
The Conwvergence Company
For TV, the Internet,
And Private Shower Time |

All rights resarved, € 2002,
. Paragraph..,

I Bubsts and Numbering..,

S

el
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Tip: In general, Internet emaii can't handle the fancy kinds of symbols revealed by the Character Map.
Don't be surprised if your copyright symbol furns into a gibberish character when vecaived by your lucky
correspandent,

Files and Setiings Trensfer Wizard
This handy utility is designed to simplify the process of moving your life from an
older PC to a new one. Page 648 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,
Yow're shown a diatog 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 Qutlook or Quilook 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 Higgenbotiorm’s email address is hhiggenbottom@crawl-
sapee.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 youre 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.
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Tip: To import address book information from another program, choose File—>Import->Address Book
{(WAB) or File—Import—sOther Address Book. Windows can inhale the information from any of several
popular address book programs.

Flguye 6-3:
Left cofumnn; Generally you can
ignore this business of identities, a
system of separating the address
books and email collections of

. several people who share the

* came PC. The Windows XP user

-[E8l Shared Contacts

ibed Ji 8 Ml et Conta o "Address SR
accounts feature dESCfI e i aarango@brodaur,:oﬁ aaranga@hrcndeur com
. Chapter 17 is a far superior
_ method of keeping everybody’s
stuff separafe. 1t EE derhol, 225487
3 , . i E=lalen, The!  Copy 225611
- Lower right: Right-clicking a naime Etndea bl &
' in your address book prodces H E adrons, - ——
. g shortcut menu that offers such Elarcher, B 298 ey
. usefuf commands as Send Mail E3amey, R Properties 225777
- and Dial EXlBaca, Joe|  Delete | 225618
e Eleachus, 5 IertetCal | saer
ExiBaid, Bria.._ o obe 4 725353
-+ [ERiBaker, Richard H, 225-39

alculator

‘At first glance, this calculator (Start—>All Programs—>Accessories-~>Calcu1ator) looks
_hké hothing more than a thinner version of every pocket calculator you've ever seen
(Figre 6-4). You can operate it either by clicking the buttons with your mouse or by
pressing the corresponding keys on your keyboard.

: Choosing View--»Digit Grouping instructs the Calculator to display numbers with commas (123,456,789),
aking 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:

Ti_}e_”sl_gsh means “divided by” in computerese.
The é\;sfefisk is the multiplication symbol.
2 Chck this button to find the square root of the currently displayed number.

% Type 1n 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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Fijg: This calculator may appear to have almost every featuire you could desire, but, in fadt, it lacks a paper-
tape feature—and we all know how easy it is to get fost in the middle of long calculations.

The sofution 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 praviously typed numbers fly into the Calculator in sequence, finally producing the grand totzl cn
its screen. (You can then use the Fdit—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

n-@m

Figere 6-4:

Afer 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 enotigh other but-
tons to fmpress almost anyone.
To learn a particular button’s
function, right-click it and choose
What's This? from the shortcut
menu. Don’t miss the onfine
help, by the way, which reveafs
that you can control even the sci-
entific mode from the keyboard,

RE
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‘command Prompt

" This program SLmMmons the MS-DOS window—the black, empty screen that’s famil-

- jar to longtime 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 us¢ 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
" ag ping.exe and netstat.exe), and so on.

o Tip: To feam a few of the hundreds of DOS commands at your disposal, consult the Internet, which is filled
“. with excellent fists and explanations. To find them, visit 2 search page like www.google.com and search for
" pOS 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 edifor, which means it lets you open, create, and

: " 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.

. Nofepad 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.

Yo'l quickly discover that Notepad is the world’s most frill-free application. Its list
of limitations is almost longer than its list of features.

" Tor 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 mare, 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 text processor, not a word processor. That means that you
can’t use any formatting at ali—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 automnatically 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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or got chopped off by the right side of the window, which could produce disastrous
results when you were trying to follow, say, a souftlé 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.)

Thp: 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 ot off. Choose File—>Page Setup from the Natepad 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
Tirmes). Common tasks for this program include making quick sketches, fixing dust
specks on scannied 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.

125 PR 64 28/ 2097
Last night Melindn woke g with a darrifia 1des for the new
mitlenmem Windows for Food Pracassorst [ats 1o seif: Gat

Ballmer an thiz

122G PRIGSE/ 2002

Ballmar didn® go Jor the WEF ides buthe counternd with
Windows for Digiiad Alasm Clocka T thiek he's onte zeatbing.

223 AN 2£372002

Wetve naerbled & heam o look Into ik Major nual Appie's nawr
iChock., I Lhind: we cam win this one. .
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Later in your life, youmay want to peruse the other commands in this menu, which
let you stretch or flip your graphic.

. 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 tpols incfude shapes, pens for special uses

= (straight lines and curves), and coloring tools (including an
airbiush). The top two tools don't draw anything. Instead,
they select portions of the image for cutting, copying, or
dragging to a new location.,

256,244
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