CC stands for carbon copy. There’s very little difference between putting all your
addressees on the “To:” line (separated by semicolons) and putting them on the
“CC:” ling; the only difference is that your name in the “CC:” line implies, “I sent
you a copy because I thought you'd want to know about this correspondence, but
I’'m not expecting you to reply”

Once again, use the address book to quickly type in these names, and be sure to
separate email addresses with semicolons. Press Tab when you're finished.

3. Type the topic of the message in the “Subject:” field.

Some people, especially those in the business world, get bombarded with email.
That’s why it's courteous to put some thought into the Subject line (use “Change
in plans for next week” instead of “Hi,” for example),

Press the Tab key to move your cursor into the large message-body area.
4. Choose a format (HTML or plain text), if you like.

When it comes to formatting a message’s body text, you have two choices: plain
text or HTML (Hypertext Markup Language).

Plain text means that you can’t format your text with bold type, color, specified
fontsizes, and so on. HTML, on the other hand, is the language used to create Web
pages, and it lets you use formatting commands (such as font sizes, colors, and bold
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or italic text). But there’s a catch: Some email programs can’t read HTML-format-
ted email, and HTML mail is much larger, and therefore slower to download, than
plain-text messages. (For that reason, it really irritates many computer pros.)

S0 which should you choose? Plain text tends to feel a little more professional,
never irritating anybody—and you're guaranteed that the recipient will see exactly
what was sent. If you send an HTML message to someone whose email program
can’t handle HTML, all is not lost—your message appears in a friendly, plain-text
format at the top, and then again at the bottom, cluttered with HI'ML codes.

To specify which format Outlook Express proposes for all new messages (plain
text or HTML), choose Tools—>Options. Click the Send tab, Then, in the section
labeled Mail Sending Format, choose either the HTML or Plain Text button, and
then click OK.

No matter which setting you specify there, however, you can always switch a par-
ticular message to the opposite format. Just choose Format—Rich Text (HTML),
or Format—Plain Text.

If you choose the HTML option, clicking in the message area activates the HTML
toolbar, whose various buttons control the formatting, font, size, color, paragraph
indentation, line spacing, and other word processor-like formatting controls.

One thing to remember: Less is more. If you go hog-wild formatting your email, the
message may be difficult to read, Furthermore, since most junk email is formatted
using HTML codes, using HTML formatting may route your message into some
people’s Junk Mail folders.

5. Enter the message in the message box (the bottom half of the message win-
dow).
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You can use all standard editing techniques, including Cut, Copy, and Paste, to
rearrange the text as you write it.

Tip: if Microsoft Word is installed on your PC, you can aiso spell-check your outgoing mail—ust choose
Tools—->Spelling (or press F7) in the new message window:

6. Add a signature, if you wish.

Signatures are bits of text that get stamped at the bottom of outgoing email mes-
sages. They typically contain a name, a mailing address, or a Monty Python quote.
(In fact, some signatures are longer than the messages they accompany.)

To create a signature, choose Tools—Options, click the Signatures tab, and then
click the New button. The easiest way to compose your signature is to typeit into
the Edit Signatures text box at the bottom of the window. (If you poke around
long enough in this box, you'll realize that you can actually create multiple signa-
tures—and assign each one to a different outgoing email account.)

Once you've created a signature (or several), you can tack it onto your outgoing
mail for all messages (by turning on “Add signatures to all outgoing messages”
at the top of this box) or on a message-by-message basis (by choosing Insert—»
Signature in the New Message window).

7. Click the Send button.

Alternatively, press Alt+S, or choose File—Send Message. Your PC connects to the
Internet and sends the message.

If you'd rather have Outlook Express place each message you write in the Qutbox folder
instead of connecting to the Net each time you click the Send button, see “Send tab,”
on page 398. There you'll discover how to make Outlook Express quietly collect your
outgoing mail—until you click the Send/Recv button on the toolbar, that is.

The Address Book

Accumulating names in an address book—the same one described on page 196—
eliminates the need to enter complete email addresses whenever you want to send
a message. Click the Addresses button on the toolbar; then, to begin adding names
and emeil addresses, click New.

Tip: Outlook Express offers a convenient timesaving feature: the Tools—Add Sender to Address Book com-
mand. Whenever you choose it, Outlook Express automatically stores the emait address of the persen whose
message is on the screen. {Alternatively, you can right-click an email address in the message and choose
*Add to Address Book” from the shortcut mene.)

Attaching files to messages
Sending little text messages is fine, but it’s not much help when you want to send
somebody a photograph, a sound recording, a Word or Excel document, and so on.
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Fortunately, attaching such files to email messages is one of the world’s most popular
email features.

To attach a file to a message, use either of two methods:

« The long way. Click the Attach button on the New Message dialog box toolbar.
When the Insert Attachment dialog box opens, navigate the folders on your drive to
locate the file and select it. (In the resulting navigation window, Cirl-click multiple
files to attach them all at once.)

When you click the Attach button, the name of the attached file appeats in the
message in the Attach text box. (In fact, you can repeat this process to send several
attached files with the same message.) When you send the message, the filc tags
along.

Nete: !f you have a high-spead connection like a cable modem, have pity on your recipients if they don't.
A big picture or movie file might take you only seconds to send, but tie up your correspondent’s modem
for hours. If you intend to send a photo, for example, use the technigue described on page 219, and take
advantage of XP's offer to scale down the image to emailable size before sending it.

« The short way. If you can see the icon of the file you want to attach—in its folder
window behind the Outlook Express window—then attach it by dragging its icon
directly into the message window. That’s a handy technique when you're attaching
many different files. '

Tip: To rerove a file from an outgoing message before you've sent it, right-click its icon and choose Remove
from the shortcut menu—or just left-click it and then press the Delete key.

Reading Email

Just seeing a list of the names of new messages in Outlook Express is like getting
wrapped presents; the best part is yet to come. There are two ways to read a message:
using the preview pane, and opening the message into its own window.

To preview a message, click its name in the list pane; the body of the message appears
in the preview pane below. Don’t forget that you can adjust the relative sizes of the list
and preview panes by dragging the gray border between them up or down.

To open a message into a window of its own, double-click its name in the list pane. An
open message has its own toolbar, along with Previous and Next message buttons.

Regardless of your viewing preference, any attached pictures, sounds, or movies also
appear in the body of the message; what's more, these sounds and movies can be
played in the email message itself.

Once you've read a message, you can view the next one in the list either by pressing
Ctrl +right arrow (for the next message} or Cirl +U (for the next unread message),
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or by clicking its name in the list pane. (If you're using preview mode, and haven’t
opened a message into its own window, you can also press the up or down arrow key
to move from one message to the next.)

Tip: To mark a message that you've read as an unread message, so that its name remains bolded, right-click
its name in the list pane and choose Mark as Unread from the shortcut menu.,

Here’s another timesaver: To hide all the messages you've already read, just choose
View—Current View—Hide Read Messages. Now, only unread messages are visible
in the selected folder. To bring the hidden messages back, choose View—Current
View—Show All Messages.

How to Process a Message

Once you've read a message and savored the feeling of awe brought on by the miracle
of instantaneous electronic communication, you can process the message in any of
several ways.

Deleting messages

Sometimes it’s junk mail, sometimes you're just done with it; either way, it’s a snap
to delete a message. Just click the Delete button on the toolbar, press the Delete key,
or choose Edit—Delete. (You can also delete a batch of messages simultaneously by
highlighting the entire group and then using the same button, menu command, or
keystroke.)

Either way, the message or messages don’t actually disappear, just as moving a file
icon to the Recycle Bin doesn’t actually delete it. Instead, these commands move the
messages to the Deleted Items folder; if you like, click this folder to view a list of the
messages you've deleted. You can even rescue some simply by dragging them into
another folder (such as right back into the Inbox).

Outlook Express doesn’t truly vaporize messages in the Deleted Items folder until
you “empty the trash.” You can empty it in any of several ways:
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» Right-click the Deleted Items folder. Choose “Empty ‘Deleted Items’ Folder” from
the shortcut menu.

+ Click a message, or a folder, within the Deleted Ttems Folder list and then click the
Delete button on the toolbar (or press the Delete key). You'll be asked to confirm
its permanent deletion.

» Set up Outlook Express to delete messages automatically when you quit the pro-
gram. To do so, choose Tools—Options. On the Maintenance tab, turn on “Empty
messages from the ‘Deleted Items’ folder on exit” Click OK.

Replying to Messages

To reply to a message, click the Reply button in the toolbar, or choose Message—Reply
1o Sender, or press Ctrl+R. Outlook Express creates a new, outgoing ernail message,
preaddressed to the sender’s return address.

To save additional time, Outlook Express pastes the entire original message at the
bottom of your reply (complete with the > brackets that serve as Internet quoting
marks); that’s to help your correspondent figure out what you're talking about. (To
turn off this feature, choose Tools—Options, click the Send tab, and turn off “Inciude
message in reply””) Outlook Express even tacks Re: (“regarding”) onto the front of
the subject line.

Your cursor appears at the top of the message box; now begin typing your reply. You
can also add recipients, remove recipients, edit the subject line or the message, and
$0 on.

Fip: Use the Enter key to create blank lines within the bracketed original message in order to place your
own text within it. Using this method, you can splice your own comments into the paragraphs of the original
message, replying point by point. The brackets preceding each line of the original message help your cor-
respondent keep straight what's yours and what's hers.

Note, by the way, that there are three kinds of replies, each represented by a different
icon on the toolbar:
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* A standard reply goes to the sender of the message {click the Reply button). If that
sender is a mailing list (see the sidebar box below), then the message gets sent to
the entire mailing list, which has gotten more than one unsuspecting novice PC
fan into trouble.

* Reply Group (available only when you're reading newsgroup messages) creates a
reply intended for the entire Internet—that is, everyone who reads this newsgroup.
(By contrast, click Reply to shoot a private note to only one person: the person
who typed the message.)

* The Reply To All button addresses a message to all recipients of the original mes-
sage, including any CC recipients. This is the button to use if you're participating
in a group discussion of some topic. For example, six people can simultaneously
carry on an email correspondence, always sending each response to the other five
in the group.

Forwarding Messages
Instead of replying to the person who sent you a message, you may sometimes want
to forward the message—pass it on—to a third person.

To do so, click the Forward button in the toolbar, choose Message-sForward, or
press Cttl+E A new message opens, looking a lot like the one that appears when you
reply. Once again, before forwarding the message, you have the option of editing the
subject line or the message itself. (For example, you may wish to precede the original
message with a comment of your own, along the lines of: “Frank: I thought yow'd be
interested in this joke about Congress.”)

All that remains is for you to specify who receives the forwarded message. Just address
it as you would any cutgoing piece of mail.

Figure 12-4:
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Printing Messages

Sometimes there’s no substitute for a printout of an email message—an area where
Qutlook Express shines. Just click the Print button in the toolbar, choose File~>Print,
or press Ctrl+P. The standard Windows Print dialog box pops up, so that you can
specify how many copies you want, what range of pages, and so on. Finally, click the
Print button to begin printing.

Filing Messages

Outlook Express lets you create new folders in the Folders list; by dragging messages
from your Inbox onto one of these folder icons, you can file away your messages into
appropriate storage cubbies. You might create one folder for important messages,
another for order confirmations when shopping on the Web, still another for friends
and family, and so on. In fact, you can even create folders inside these folders, a feature
beloved by the hopelessly organized.

To create a new folder, choose File—Folder—New, or right-click the Local Folders
icon (in the folder list), and choose New Folder from the shortcut menu (Figure 12-4,
left). Bither way, a Create Folder window appears, providing a place to name the new
folder (Figure 12-4, right).

Tip: To rename an existing folder, right-click it and choose Rename from the shortcut menu.,

To move a message into a folder, proceed like this:

+ Drag it out of the list pane and onto the folder icon. You can use any part of a

3, 6

message’s “row” in the list as a handle. You can also drag messages en masse onto
a folder.

» Control-click a message (or one of several that youw've highlighted). From the
resulting shortcut menu, choose Move to Folder. In a dialog box, the folder list
appears; select the one you want, then press Enter or click OK.

Tip: When you dick a + button in the Folder list, you see all folders contained within that folder, exactly as
in Windows Explorer. You can drag folders inside other folders, nesting them to create a nice hierarchical
folder structure. (To drag a nested folder back into the fist of “main” folders, just drag it to the Local Folders
icon.) '

Yous can also drag messages between folders; just drag one from the message list onto the desired folder
at the left side of the screen.

This can be a useful trick when applied to a message in your Outbox. if you decide to postpone sending it,
drag it into any other folder; Qutlock Bxpress won't send it until you drag it back into the Outbox,

Flagging Messages
Sometimes, you'll receive an email message that prompts you to some sort of action,
but you may not have the time (or the fortitude) to face the task at the moment. (“Hi

392 WINDOWS XP PRO: FHE MISSING MANUAL

HP Inc. - Exhibit 1007 - Page 406 -



there... it’s me, your accountant. Would you mind rounding up your expenses for
1993 through 2001 and sending me a list by email?”)

That's why Qutlook Express provides the Flag commands, which let you flag a mes-
sage, positioning a little red flag in the corresponding column next to a message’s
name. These little red flags are simply visual indicators that you place for your own
convenience, meaning whatever you want them to mean. You can bring all flagged
messages to the top of the list by choosing View—Sort By—Flag,

To flag a message in this way, select the message (or several messages) and choose Mes-
sage—Flag Message. (Use the same command again to clear a flag from a message.)
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Opening Attachments

Just as you can attach files to a message, people can also send files to you. You know
when a message has an attachment because a paper clip icon appears next to its name
in the Inbox.

Qutlook Express doesn’t store downloaded files as normal file icons on your hard
drive. All your messages and all the attached files are part of one big, specially en-
coded mail file. To extract an attached file from this mass of software, use one of the
following methods:

« Click the attachment icon (Figure 12-5), select Save Attachments from the shortcut
menu, and then specify the folder in which you want the file saved.

* Click the attachment icon. A shortcut menu appears, from which you can either
choose the name of the attachment to open the file directly (in Word, Excel, or
whatever), or Save Attachments to save it to the disk.

« If you've double-clicked the message so that it appears in its own window, then
drag the attachment icon out of the message window and onto any visible portion
of your desktop, as shown in Figure 12-5.

* Again if you've opened the message Into its own window, you can double-click the
attachment’s icon in the message. Once again, you'll be asked whether you want
to open the file or save it to the disk.

Mote: Whenever you open dn attachment directly from within the email (rather than saving it to the disk
first), use the Fife—Save As command 1o save the file into a folder! Otherwise, you won't be able to open
the file again except from within Outlook Express—and any changes you make to that document will appear
only when you open it from within Outlook Express, too.
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An important reminder: If the Save As shortcut menu is dimmed, or if you see a “This
attachment has been blocked” message, it’s because Outlook Express is protecting you
from an attachment it believes might contain a virus. See page 338 for details and
workarounds to this Service Pack 2 feature.

Message Rules

Once you know how to create folders, the next step in managing your email is to set
up a series of message rules. Message rules are filters that can file, answer, or delete an
incoming message automatically based on its subject, address, or size. Message rules
require you to think like the distant relative of a programmer, but the mental effort
can reward you many times over. In fact, message rules can turn Outlook Express
into a surprisingly smart and efficient secretary.

Setting up message rules
Now that yow're thoroughly intrigued about the magic of message rules, here’s how
to set one up:
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L. Choose Tools—Message Rules—Mail.
The New Mail Rule dialog box appears, as shown in Figure 12-6 at top left.

2. Use the top options to specify how Outlook Express should select messages to
process.

For example, if you'd like Outlook Express to watch out for messages from a par-
ticular person, you would choose, “Where the From line contains people”

To flag messages containing loan, $$8$, XXXX, /!!!, and so on, choose, “Where the
Subject line contains specific words.”

If you turn on more than one checkbox, you can set up another condition for your
message rule. For example, you can set up the first criterion to find messages from
your uncle, and a second that watches for subject lines that contain “humor.” Now,
only jokes sent by your uncle will get placed in, say, Deleted Items.

(If yow've set up more than one criterion, you'll see the underlined word and at
the bottom of the dialog box. It indicates that the message rule should apply only
if all of the conditions are true. Click the and to produce a little dialog box, where
you have the option to apply the rule if any of the conditions are met.)

3. Using the second set of checkboxes, specify what you want to happen to messages
that match the criteria. :

If, in step 2, you told your rule to watch for junk mail containing $$3$ in the Sub-
ject line, here’s where you can tell Outlook Express to delete or move the message
into, say, a Spam folder.

With a little imagination, youw'll see how these checkboxes can perform absolutely
amazing functions with your incoming email. Outlook Express can delete, move,
or print messages; forward or redirect them to somebody; automatically reply to
certain messages; and even avoid downloading files bigger than a certain number
of kilobytes (ideal for laptop lovers on slow hotel room connections).

4. Specify which words or people you want the message rule to watch out for.

In the bottom of the dialog box, you can click any of the underlined phrases to
specify which people, which specific words, which file sizes you want Outlook
Express to watch out for—a person’s name, or XXX, in the previous examples.

If you click contains people, for example, a dialog box appears in which you can
access your address book to select certain individuals whose messages you want
handled by this rule. If you click contains specific words, you can type in the
words you want a cerfain rule to watch out for (in the Subject line, for example;
see Figure 12-6, top). And so on.

5, Tn the very bottom text box, name your mail rule. Click OK.

Now the Message Rules dialog box appears (Pigure 12-6, bottom). Here, you can
manage the tules you've created, choose a sequence for them (those at the top get
applied first), and apply them to existing messages (by clicking Apply Now).
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Tip: Outlook Express applies rules as they appear--from top to bottom—in the Message Rules window; if
a rule doesn't seem to be working properly, it may be that an earlier rule is intercepting and processing
the message before the “broken” rule even sees it. To fix this, try moving the rule up or down in the list by
selecting it and then dicking the Move Up or Move Dawn buttons.

Two sneaky message-rule tricks
You can use message rules for many different purposes. But here are two of the
best:

+ Create a spam filter. When a spammer sends junk email, he usually puts your
address on the “BCC:” (blind carbon copy) line, to prevent you from seeing who
else received the message. This characteristic makes it easy to screen out such mail,
and create a message rule that looks for messages where the “To:” or “CC:” line
contains your address—and files them into the Inbox as usual,

But then create another message rule for “For all messages” that puts messages
into a folder that you've created-—cailed, for example, Possible Spam. Because the
second rule doesn’t kick in until affer the first one has done its duty, the second
rule affects only messages in which your name appeared on the “BCC:” line (which
is almost always spam). Once a week, it's wise to look through the Possible Spam
folder in case a legitimate message found its way there.

The email answering machine. If you're going on vacation, turn on “For all mes-
sages” in step 2, and then “Reply with message” in step 3. In other words, you can
turn Outlook Express into an email answering machine that automatically sends
a canned “T'm away until the 15th” message to everyone who writes you.

Tip: Be sure to unsubscribe from, or turn off, any email mailing lists before you turn on “For all messages”;
otherwise, you'll incur the wrath of the ather Internet citizens by littering their email discussion groups with
copies of your auto-reply message.

Configuring Outlook Express

Outlook Express has enough features and configuration options to fill a very thick
book. You can see them for yourself by choosing Tools—Options from the Qutlook

Express window (see Figure 12-7). Here’s an overview of some of the features you'll
find.

General tab

Most of the controls on the General tab govern what Outlock Express does when
you first launch it. Take note of the options for configuring automatic connection
to your ISP. You can select the option to check for messages every few minutes, and
then use the drop-down list to tell Outlook Express how, and whether, to connect at
that time—if you're not already online,
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Read tab

Use these options to establish how the program handles messages in the Inbox. One
of these options marks a message as having been read—changing its typeface from
bold to non-bold—if you leave it highlighted in the list for five seconds or more, even
without opening it. That’s one option you may want to consider turning off. (This
is also where you choose the font you want to use for the messages you're reading,
which is an important consideration.)

" Configuring -
~ Outlook Express

Figure 12-7:
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Receipts tab

You can add a refurn receipt to messages you send. When the recipient reads your mes-
sage, a notification message (receipt) is emailed back to you under two conditions: if
the recipient agrees to send a return receipt to you, and if the recipient’s email program
offers a similar feature. (Outlook Express, Qutlook, and Fudora all do.)

Send tab

The options on the Send tab govern outgoing messages. One option to consider turn-
ing offhere is the default option, “Send messages immediately” That’s because as soon
as you click the Send button, Outlook Express tries to send the message, even if that
means triggering your moderm to dial. All of this dialing—and waiting for the dial-
ing—drives some people crazy, especially in households with only one phone line.
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If you turn this option off, then clicking the Send button simply places a newly writ-
ten message into the Outbox. As you reply to messages and compose new ones, the
Outbox collects them. They’re not sent until you choose Tools—Send and Receive
(or click Send/Recv on the toolbar, or press Ctrl+M). Only at that point does Qutlook
Express command your modem to dial the Internet. It then sends all the waiting
outgoing mail at once,

Tip: To see the messages waiting in your Outbox, click the Qutbox icon at the left side of the screen. At this
point, you can dick a message's name (in the upper-right pane of the screen) to view the message itself in
the fower-right pane, exactly 2s with messages in your Inbox,

Don't bother to try editing an oulgoing message in this way, however, since Outlook Express won't let you
do so0. Only by double-clicking a message’s name (in the upper-right pane), thus opening it into a separate
window, can you make changes to a piece of outgoing mail,

The Send tab also includes features for configuring replies. For example, you can dis-
able the function that puts the original message at the bottom of a reply.

Finally, the “Automatically put people I reply to in my Address Book” can be a real
timesaver. Each time you reply to somebody, his email address is automatically saved

LY ASKED QUESTION
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in your address book, so that the next time you want to write him a note, you won't
need to look up the address—just type the first few letters of it in the “To:” box.

Compose fab

Here’s where you specify the font you want to use when writing messages and
Newsgroup messages.

This is also the control center for stationery; it houses custom-designed templates,
complete with fonts, colors, backgrounds, borders, and other formatting elements
that you can use for all outgoing email. Needless to say, sending a message format-
ted with stationery means that you're using HTML formatting, as described earlier,
complete with its potential downsides.

To choose a stationery style for all outgoing messages, turn on the Mail checkbox
and then click the Select button. You're offered a folder full of Microsoft stationery
templates; click one to see its preview. You can also click the Create New button on
the toolbar, which launches a wizard that walks you through the process of designing
your own background design.

Tip: You don't have to use one particular stationery style for all outgoing messages. When sending a mes-
sage, instead of clicking the Create Mail button on the Outlook Express toolbar, just click the tiny down-amow
triangle next to it. Doing so opens a window that fists several stationery styles, letting you choose pne on a
message-by-message basis.

Signatures tab ‘

As noted earlier in this chapter, you use this tab to design a signature for your messages.
By clicking the New button and entering more signature material in the text box, you
can create several different signatures: one that’s for business messages, one for your
buddies, and so on. (Outlook Express calls them Signature #1, Signature #2, and so
on. To rename a signature, click its name and then click the Rename button.)

To insert a signature into an outgoing message, choose Insert—Signature, then choose
the one you want from the list that appears.

Spelling tab .

The Spelling tab offers configuration options for the Outlook Express spell-checking
feature (which requires that you have Microsoft Word). You can even force the spell
checker to correct errors in the original message when you send a reply (although
your correspondent may not appreciate it).

Security tab

This tab contains options for sending secure mail, using digital IDs, and encryption.
If you're using Outlook Express in a business that requires secure email, the system
administrator will provide instructions. Otherwise, you'll find that most of these
settings have no effect.
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Tip: One of these options is very useful in the modern age: “Warn me when other applications try to send
mail as me." That's a thinly veiled reference to virus programs that, behind the scenes, send out hundreds of
infected emails to everybody in your address book. This option ensures that if some software—not you—tries
to send messages, you'll know about it,

Connection tab

You change options for making and sustaining the connection to your ISP in the Con-
nection tab. For example, you can tell Outlook Express to hang up automatically after
sending and receiving messages (and reconnect the next time you want to perform
the same tasks). As noted in the dialog box, though, Outlook Express otherwise uses
the same Internet settings described in Chapter 9.

Maintenance tab
This tab is your housekeeping center. These options let you clear out old deleted
messages, cleant up downloads, and so on.

Newsgroups

Newsgroups have nothing to do with news; in fact, they’re Internet bulletin boards.
There are at least 50,000 of them, on every conceivable topic: pop culture, computers,
politics, and every other special (and very special) interest; in fact, there are several
dozen just about Windows. Use Qutlook Express to read and reply to these messages
almost exactly as though they were email messages.

Furthermore, Outlook Express lets you use multiple news servers (bulletin-board
distribution computers), subscribe to individual newsgroups, filter messages in your
newsgroups using rules, and post and read messages complete with attachments.

Note:f a news server (not an individual newsgroup) is selected in the Folders list, then the rightmost portion
of the Outlook Bxpress interface displays a list of newsgroups available on that server.
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Setting Up an Account

Setting up a new news account is similar to setting up a new email account; the ad-
venture begins by contacting your Internet service provider and finding out its news
server address, along with your user name and password.

Next, choose Tools—Accounts; click the News tab, click the Add button, and then
click News.

Now a wizard steps you through the process of creating a news account in Outlook
Express; it involves entering your email address and the address of your news server.
(Sometimes you get newsgroup access with your regular Internet account. If your
ISP doesn’t provide newsgroup access, you'll have to subscribe to a news service, The
price depends on how much you download each month; visit www.easynews.com,
www.supernews.com, or www.newsguy.com for more information.)

Download the List of Newsgroups

When you're finished with the wizard, Outlook Express invites you to download a list
of newsgroups available on your server. Click the Yes button, and then wait patiently
for a few minutes.

Outlook Express goes to work downloading the list, which can be quite long—more
than 50,000 entries, in many cases—and takes several minutes if you connect to the
Internet with a dial-up modem. Once that's done, though, you won’t have to do it
again.

Youwind up with the dialog box shown in Figure 12-8. (You can always get to this mas-
ter list of newsgroups by choosing Tools—Newsgroups, or by pressing Ctrl+W.)

Figure 12-8:
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Finding Newsgroups and Messages

H you're looking for a particular topic, such as Windows XP, you can view a list of
matching discussions by typing a phrase into the text box that’s labeled, however un-
gramumatically, “Display newsgroups which contain” at the top of the window. Qutlook
Express hides any newsgroups that dow’t match that text (see Figure 12-8),

Reading Messages
Once Qutlook Express has downloaded a list of available newsgroups, it’s up to you
to sift through them and select the discussions yvou want to monitor.

Fortunately, Outlook Express makes it easy to follow the raging Internet discussions
with a feature called subscriptions. To subscribe to a newsgroup, select its name in
the list, and then click the Subscribe button. When vou click OK, an icon for that
discussion topic appears under the server’s name in the Folder list, acting as though
it’s a nested folder.

The next time you connect to the Internet, Outlook Express downloads all of the
message summaries in the discussions to which you've subscribed. (There may be just
a few messages, or several hundred; they may go back only a few days or a couple of
weeks, depending on the amount of “traffic” in each discussion and the amount of
storage space available on the news server.) These are not the messages themselves,
just the headers—the author’s name, the subject, and the date the message was sent.

To read the actual messages in a newsgroup, either click an entry in the list of messages
to download the contents of the message and display it in the preview window {Figure
12-9), or double-click an entry to open the list of messages in a new window.

Figuere 12-9:
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Some particularly large attachments in newsgroups are automatically divided into
multiple segments, in part to accommodate those with slow Internet connections. If
you're having trouble saving a multipart attachment to your hard drive, make sure
that you've selected the message that contains the first part. (Even then, you may find
that joining multipart newsgroup messages isn’t one of Outlook Express’s strongest
features.)

Tip: You can set up message rules to screen out messages from certain people, messages with certain
phrases in their Subject lines, and so on. It works exadtly like the message rules for email, as described
earlier in this chapter,

Replying, Composing, and Forwarding Messages

Working with newsgroup messages is very similar to working with email messages,
except that you must be conscious of whether you're replying to the individual sender
of a message or to the entire group. Otherwise, you can reply to messages, forward
them, or compose them exactly as described earlier in this chapter. As with email,
you can use plain text or (if you don’t mind annoying the other Internet citizens)
HTML formatting, and include file attachments, too (use the Attach toolbar button,
for example). '

Tip: Aside from posting advertisements and HTML-formatied messages, the best way to irritate everyone on
anewsgroup is to ask a question that has already been answered recently on the newsgroup. Before asking a
question, spend five minutes reading the recent newsgroup messages to see whether someone has already
answered your question. Also consider visiting the Groups tab at www.google.com, a Web site that lets you
search all newsgroups for particular topics.
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Printing, Fonts,
and Faxing

the PC explosion had exactly the opposite effect: Thanks to the prolifera-tion
of inexpensive, high-quality PC printers, we generate far more printouts than
ever. There’s not much to printing from Windows XP, so this is a short chapter.

T echnologists got pretty excited about “the paperless office” in the eighties, but

Installing a Printer

A printer is designed to follow computer instructions called printer codes from your
PC. These codes tell the printer what fonts to use, how to set margins, which paper
tray to use, and so on.

But the codes aren’t identical for every printer. Therefore, every printer requires a
piece of software—the printer driver—that tells the printer how to interpret what it
“hears” from your computer.

Windows XP comes with hundreds of printer drivers built right in; your printer also
came with a set of drivers on a CD or floppy. You can often find more recent driver
software for your printer on the manufacturer’s Web site, such as www.epson.com or
www.lexmark.com, or from a central driver repository like www.windrivers.com.

Existing Printers

Did you upgrade your PC to Windows XP from an earlier version—one that worked
fine with your printer? In that case, Windows XP automatically notices and inherits
your existing settings. If it’s a fairly recent printer with a fairly recent driver, it'll prob-
ably work fine with Windows XP.
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At this point, you must lead Windows by the nose to the printer’s driver software.
On the Add Printer Wizard screen, select your printer from the list of printers. If
Windows doesn’t list your printer there, or if its manufacturer supplied the Win-
dows XP driver on a disk, click the Have Disk button, and then navigate to the CD,
floppy disk, or downloaded Internet installation file that contains the driver.

Either way, subsequent wizard screens will invite you to type a short name for your
printer, in order to make it available to other computers on the network (yes, Win-
dows can even share, for example, a USB inkjet, even though it’s not technically a
network printer), to print a test page, and so on. (If the test page doesn’t print out
correctly, Windows XP launches its printer troubleshooter—a specialized wizard that
offers you one troubleshooting suggestion after another until either you or Windows
- quits in frustration.)

The Printer lcon
If your driver-installation efforts are ultimately successful, you're rewarded by the
- appearance of an icon that represents your printer.

: 'This icon appears in the Printers and Faxes window—an important window that
you'll be reading about over and over again in this chapter. Exactly how you arrive
there depends on how you've set up Windows XP:

¢+ If you've set up your Start menu to display a submenu for the Control Panel (page
- 57), just choose Start—Control Panel—Printers and Faxes.

o If sic')u view your Control Panel in Classic view (page 249), choose Start—Control
Panel, and then open the Printers and Faxes icon.

f you view your Control Panel in Category view, choose Start—Control Panel,
lick the Printers and Other Hardware link, and finally click the “View installed
printers or fax printers” link.

The Printers and Faxes window should be listed in your Start menu, which saves
you some burrowing if you use this feature a lot. If it’s not there, for some reason,

OUBLESHOOTING MOMENT
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Fip: i you're using your Start menu in Classic view {page 249), you get to your Printers and Faxes window

by clicking Start— Settings—Printers and Faxes.

In any case, the Printers and Faxes window now contains an icon bearing the name

you gave it during the installation (Figure 13-4). This printer icon comes in handy
in several different situations, as the rest of this chapter clarifies.

Primting

Fortunately, the setup described so far in this chapter is a one-time-only task. Once

it’s over, printing is little more than a one-click operation.

Figure 13-5:
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Tip: You can also type in individual page numbers with commas, like 2 4, 9 to print only those three pages—or
aven add hyphens to the mix, like this: 7-3, 5-6, 13-78

Click Current Page to print only the page that contains the blinking insertion point.
Click Selection to print only the text you selected (highlighted) before opening the
Print dialog box. (If this option button is dimmed, it’s because you didn’t highlight
any text—or because you're using a program that doesn’t offer this feature.)

* Number of copies. To print out several copies of the same thing, use this box to
specify the exact amount. You'll get several copies of page 1, then several copies of
page 2, and so on~—unless you also turn on the Collate checkbox, which produces
complete sets of pages, in order.

* Print, The Print drop-down list in the lower-left section of the dialog box offers
three options: “All pages in range,” “Odd pages,” and “Even pages.”

Use the Odd and Even pages options when you have to print on both sides of the
paper, but your printer has no special feature for this purpose. Yo'l have to print
all the odd pages, turn the stack of printouts over, and run the pages through the
printer again to print even page sides.

* Application-specific options. The particular program you're using may add a few
extra options of its own to this dialog box. Figure 13-7 shows a few examples from
Internet Explorer’s Print dialog box.

When you've finished making changes to the print job, click OK or Print, or press Enter.
Thanks to the miracle of background printing, you don’t have to wait for the document
to emerge from the printer before returning to work on your PC. In fact, you can even
exit the application while the printout is still under way, generally speaking.

Tip: You'l probably never want to turn off background printing. Bus if you must for some technical reason,
you'll find the ony/off switch in the Advanced Properties dialog box for your printer (see Figure 13-10 for
instructions on getiing there). Select “Print directly ta the printer” to turn off background prinfing,
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Printing from the Internet

If you use Internet Explorer to browse the Web (see Chapter 11), the Print dialog box
offers a tab called Options, which contains a few special features for printing Web
pages. Figure 13-7 illustrates a few of them.

Controlling Printouts

Between the moment when you click OK in the Print dialog box and the arrival of
the first page in the printer’s tray, there’s a delay. When printing a complex document
with lots of graphics, the delay can be considerable.

Portunately, the waiting doesn’t necessarily make you less productive, since you can
return to work on your PC, or even quit the application and go watch TV. An invis-
ible program called the print spooler supervises this background printing process.
The spooler collects the document that’s being sent to the printer, along with all the
codes the printer expects to receive, and then sends this information, little by little,
to the printer.

Mote: The spooler program creates huge temporary printer files, 50 a hard drive that's nearly full can wreak
havoc with background printing.

To see the list of documents waiting to be printed—the ones that have been stored
by the spooler—open the Printers and Faxes window, and then double-click your
printer’s icon to open its window.

Tip: While the printer is printing, a printer icon appears in the notification area. As a shortci to epening the
printer’s window, just double-dick that icon.

Figure 13-8:
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Fancy Printer Tricks

The masses of Windows users generally slog through life, choosing File—Print, click~
ing OK, and then drumming their fingers as they wait for the paper to slide out of the
printer. But your printer can do more than that—much more. Here are just a few of
the stunts that await the savvy PC fan.

Printing at 39,000 Feet

Printing any document is really a two-step procedure. First, Windows converts the
document into a seething mass of printer codes in the form of a spool file on your
hard drive. Second, it feeds that mass of code to the printer.

When you’re not connected to your printer—for example, when you're sitting in seat
23B several miles over Detroit—you can separate these two tasks. You can do the
time-consuming part of the printing operation (creating the spool files) right there
on the plane. Then, later, upon your happy reunion with the printer, you can simply
unleash the flood of stored spool files, which will print very quickly.

To set this up, right-click the icon for your printer in the Printers and Faxes window
(Figure 13-4). From the shortcut menu, choose Panse Printing, That's all there is to

it. Now you can merrily “print” your documents, 100 percent free of error messages.
Windows quietly stores all the half-finished printouts as files on your hard drive,

When the printer is reconnected to your machine, right-click its icon once again—but
this time, choose Resume Printing from its shortcut menu. Youll find that the printer
springs to life almost immediately, spewing forth your stored printouts with impres-
sive speed.

Sharing a Printer

If you have more than one PC connected to a network, as described in Chapter 18, they
all can use the same printer. In the old days, this convenience was restricted to expensive
Ethernet network printers like laser printers. Butin Windows XP, you can share even
the cheapest little inkjet that’s connected to the USB port of one computer.

To begin, sit down at the computer to which the printer is attached. In the Printers
and Faxes window, right-click the printer’sicon and, from the shortcut menu, choose
Sharing. Proceed as described in Figure 13-9.

Once you've shared the printer, other people on the network can add it to their own
Printers and Faxes windows like this:

1. In the Printers and Faxes window, click “Add a printer” in the task pane at the left
side.

The Add a Printer Wizard appears, exactly as described earlier in this chapter.

2. Click Next. On the second screen, click the bottom option: “A network printer,
or a printer attached to another computer” Click Next.
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3. Select “Connect to this printer (or browse for a printer),” and then click Next.
On the screen that appears, click the name of the printer you want, as shown in
Figure 13-9 at bottom.

On the final screens of the wizard, you'll be asked if you want this printer to be your
default (primary) printer. After answering, click the Finish button to close the wizard.
The shared printer now appears in your Printers and Faxes folder, even though it’s
not directly connected to your machine.

Printing to a File

When it comes to printing, most of the time you probably think of printing onto pa-
per. In certain circumstances, however, you may not actually want a printout. Instead,
you might want to create an electronic printer file on your hard drive, which can be
printed later. You might want to do so, for example, when:

* You're working on a document at home, and you've got only a cheesy $49 inkjet
printer. By creating a printer file, you can delay printing until tomorrow, in order
to use the office’s $4,000 color laser printer.

* You plan to send your finished work to a service bureau—that is, a professional
typesetting shop. Sending a finished printer file avoids incompatibilities of ap-
plications, fonts, layout programs, and so on.

* You want to give a document to someone who doesn’t have the program you used
to create it, but has the same printer. If you email the printer file to her, she’ll get
to see your glorious design work slide out of her printer nonetheless.

Creating a printer file

To create such a printer file, choose File—Print, just as you would print any document.
The Print dialog box appears; now turn on the “Print to file” option. When you then
click OK or Print, the Print to File dialog box opens. It resembles the standard Save
As dialog box, in that you can choose a drive, a folder, and a filename. The file type
for a document printing to a file is a Printer File, which has the file extension .pra.

Printing a printer file

To printa printer file, choose Start->All Programs—Accessories—Command Prompt.
You've just started an MS-DOS command session; your cursor is blinking on the
command line.

Now type this:
copy c:\foldername\filename.prn Iptl: /b
Here’s how this instruction breaks down:

» Copy is the name of the command you use to print the file—notice that it’s fol-
lowed by a space.
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. Limiting Hours of Access
-+ If it’s just you, your Dell, and a color inkjet, then you're entitled to feel baffled by
.. this feature, which lets you declare your printer off-limits during certain hours of
© the day. But if you're the manager of some office whose expensive color laser printer
makes printouts that cost a dollar apiece, you may welcome a feature that prevents
employees from hanging around after hours in order to print out 500 copies of their

" head shots.

o specify such an access schedule for a certain printer, follow the instructions in
;" Figure 13-10.
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Fip: Behind the scenes, Windows XP stores these saved printouts in the Local Disk (C)—-Windows—»
System32—Spoot—»Printers folder. Over time, all of your saved printouts can consume quite a bit of disk
space. It's worth opening up that folder now and then to clean out the ones you no longer need.

Printer Troubleshooting

If you're having a problem printing, the first diagnosis you must make is whether the
problem is related to software or hardware. A software problem means the driver files
have become damaged. A hardware problem means there’s something wrong with
the printer, the port, or the cable,

Test the printer by sending it a generic text file from the command line, {Printing a
regular printer disk file isn’t an effective test, because if there’s a problem with the
driver, the codes in the file are likely to contain the problem.) To perform such a test,
locate a text file, or create one in Notepad. Then choose Start—All Programs—Ac-
cessories—>Command Prompt; send the file to the printer by typing copy filename,
txt prn and then pressing Enter. (Of course, remember to type the file’s actual name
and three-letter extension instead of filename. txt.)

If the file prints, the printing problem is software-related. If it doesn’t work, the
problem is hardware-related.

For software problems, reinstall the printer driver by opening the Printers and Faxes
window, right-clicking the printet’s icon, and choosing Delete from the shortcut menu,
Then reinstall the printer as described at the beginning of this chapter.

If the problem seems to be hardware-related, try these steps in seqrence:

* Check the lights or the LED panel readout on the printer. If you see anything
besides the normal “Ready” indicator, check the printer’s manual to diagnose the
problem.

» Turn the printer off and on to clear any memory problems.
* Check the printer’s manual to learn how to print a test page.

* Check the cable to make sure both ends are firmly and securely plugged into the
correct ports.

» Test the cable. Use another cable, or take your cable to another computer/printer
combination,

Another way to check all of these conditions is to use the built-in Windows #rouble-
shooter—a wizard specifically designed to help you solve printing problems. To run,
choose Start—Help and Support. In the Help center, click “Printing and faxing,”

and on the next screen, click “Fixing a printing problem.” Finally, click “Printing
Troubleshooter”
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Tip: The Forits icon in your Control Panel window s only a shortcut to the rea folder, which is in your Local
Disk (C:)—Windows—s Fonts folder,

When you open the Fonts folder, you'll see that for every font that appears in the Font
menus of your various programs, there’s an icon on your hard drive—or several. As
Figure 13-11 illustrates, it’s easy and enlightening to explore this folder,

To remove a font from your system, simply drag its file icon out of this window,
right-click it and then choose Delete from the shortcut menu, or highlight it and
then choose File—Delete. To install a new font, drag its file icon into this window
{or choose File—Install New Font, and then navigate to, and select, the font files you
want to install),

Either way, you'll see the changes immediately reflected in your programs’ Font
dialog boxes.

Tip: Some fonts appear in your menus, but not in your Fonts menu. These are the fonts that Windows uses
in its menus, windows, and dialog boxes (Courier, MS Sans Serif, $mall Fonts, Symbol, and so on). If you
accidentally remove or move any of these fonts, Windows will substitute something that doesn't lock right,
and you'll wonder what the heck is going on with the typography of your programs. That's why, unless you've
turned on the “Show hidden files” option (page 84}, these files are invisible in the Fonts folder.

Faxing

It's a good thing you bought a book about Windows XP. If you hadn’t, you might
never have known about one of Windows XP’s most spectacular features: its ability
to turn your PC’s built-in fax modem into a fax machine. This feature works like a
charm, saves all kinds of money on paper and fax cartridges, and may even spare you
the expense of buying a physical fax machine—but it isn’t installed in the standard
Windows installation.

Here’s the basic idea: When faxes come in, you can opt to have them printed automati-
cally, or you can simply read them on the screen. And sending a fax is even easier ona
PC than on a real fax machine; you just use the regular File—Print command, exactly
as though you're making a printout of the onscreen document.

If this sounds good to you, grab your Windows XP CD-ROM and read on.

Installing the Fax Software

To turn on the hidden fax feature, open your Printers and Faxes window {page 411),
and then click “Set up faxing” on the task pane on the left side (Figure 13-12, left).
After a moment, you'll be asked to insert your Windows XP Professional CD.
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Console window). You'll be treated to the Fax Configuration Wizard, whose screens
walk you through these steps:

» Filling in your own name, email address, fax number, address, and other infor-
mation. This information will appear on your fax cover sheet, so that the lucky
recipient can contact you if the fax didn’t come through. (All of this information
is optional.)

» Choosing the fax device, This drop-down list is provided solely for the convenience
of those rich people who actually have more than one fax modem on their PCs,

There are two useful checkboxes here for everyone, however: Enable Send and
Enable Receive. The ability to send faxes is a no-brainer. But not everybody wants
their PC to receive faxes; sec “Receiving a Fax” on page 432.

» Specifying your own fax number. Microsoft calls this the TSID {transmitting sub-
scriber identification) information—the name and fax number that will appear
on the screen of the receiving fax machine,

* Specifying your fax number again. You see this screen only if you indicated that
you want your PC to receive faxes. Once again, you're supposed to enter your name

and fax number, which will appear on the screen of the sending fax machine during
transmission.

Figure 13-13:
If “Use dialing rufes” is

turned Oﬂ; then Just type Recipient Information
the entire fax number, Enter the name and number of the persen you want to send the fax to,
complete with the areq of thek Address Boak to select a fax recipient,

code, the number 1 for

long distance, and so

4 ! Frark Smithers
on, into the second “Fax

number” box. Commas,
parentheses, and dashes
are irrefevant. But if you

turn on “Use dialing
rufes,” you can choose

one of the canned dialing
setups—complete with

calling card information,

. bizarre local area code
dialing procedures, and
50 on-that you set up ds
described on page 318,
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When you do so, the Fax monitor program appears and downloads the fax. To see
it, open your Fax Console program, described on page 434.

* Answer automatically. Use this option if your PC has a phone line all to itself.
In this case, incoming faxes produce a telephone-ringing sound, but there’s oth-
erwise no activity on your screen until the fax has been safely received (Figure
13-15, bottom}. Once again, received faxes secrete themselves away in your Fax
Console program.

Figure 13-15!

Top: This dialog box offers alf of the options for
recefving faxes. Getting here, however, is no | Send | Aecewe | Claanup|
picnic. Right-click the Fax icon in your Printers s
and Faxes window; choose Properties. Click :
the Devices tab, and then dick the Properties

Specily setlings for receiving faxes

button. In the resufting dialog box, click the Enable devics to receive :

Receive tab, i The Called Subscriber | dentificatior: {CSID] identifies you as a fax recipient, b
. , 3 and is transmitted by a device wheat you receive an incoming fax. The

Middle: If you have only one PhOH‘_f line that i CSID usually consists of a fax number, and business name.

your tefephone shares, this note will appearev- §

ery time a call comes in. Most of the time, you'll :

just answer the phone, and this message goes O8I0 o (TSI 413674 8742

away. If you dick i, though, vour PC freats the Al oder T

cafl as an incoming fax. S Msnual

Bottom: Once a fax is safely snuggled info your |1+ - & Automatic alter "

Fax Console program, this note lets you know,

| Whenafax iz rer:ewed

e l ?nnt I{' on o ‘Apple Laser'w'riter Select 350

E‘Saveacepp in fclder G E o =

i ’ Succassfuily racewed faxes aie dtofed in the't ni:.-ou archwe of Fax :
. Corizale, Chobse this option ta'save an addst[ona% copy of the fax in &
the fulder spemfled : ; ;

.. Cancel .

% The line is ringing
Click Heve to answer this call as a Fax call,

i New fax received from 205 359 6641
Click here ko view the fax,
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In any case, Fax Console looks something like an email program, as shown in Figure
13-16. Click the Inbox, for example, to see a list of faxes that have come in-and then
double-click one to open it up (Figure 13-16, bottom).

Fip: Ancther great way to capitalize on the power of your PC for fax purposes is to sign up for J2 or eFax
{(wwwf2.com and www.efax.com). These services issue you your own personal fax number. And here’s the
twist: All faxes sent to that number arrive at your PC as email attachments.

The brilliance of the system, of course, is that you don't need another phone line for this, and you can get
these faxes anywhere in the world, even on the road. And here's the best part: As of this writing, both of
these services are absolutely free. (You might consider reserving a separate email address just for your 12 or
eFax account, however, since waves of junk mail are part of the "free” bargain.)
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Hardware

ware to open a TruValue store. Fortunately, you don’t have to worry about
R i aking all of your PC’s preinstalled components work together. In theory,
“at least, the PC maker did that part for you. (Unless you built the machine yourself,
- that is; in that case, best of luck.)

..: S PC contains several pounds of wires, slots, cards, and chips—enough hard-

Butadding new gear to your computer is another story. Hard drives, cameras, printers,
' scanners, network adapter cards, video cards, keyboards, monitors, game controllers,
- palmtop synchronization cradles, and other accessories can all make life worth living
- for the power user. When you introduce a new piece of equipment to the PC, you
. ‘must hook it up and install its driver, the software that lets a new gadget talk to the
rest of the PC.
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Installing Cards in Expansion Slots
When installing a new piece of hardware, you either connect it to a port (2 connec-
tor usually on the back of your computer) or insert it into an expansion slot on the
motherboard (the computer’s main circuit board).

Modems and adapter cards for video, sound, network cabling, disk drives, and tape
drives, for example, generally take the form of circuit boards, or cards, that you install
by inserting into an expansion slot inside your PC’s case. These slots are connected to
your PC’s bus, an electrical conduit that connects all the components of the machine
to the brains of the outfit: the processor and memory.

The two common (and mutually incompatible) kinds of slots are called IS4 and PCI.
The ISA bus (Industry Standard Architecture) has been around since the dawn of the
PC in the early 1980s. PCI (Peripheral Component Interconnect) is comparatively
new, and offers much better speed. Most of the computers in use today have both
kinds of slots. There may be some museum pieces floating around that have only ISA
slots inside; in fact some manufacturers have begun to eliminate ISA slots from their
new computers, relying completely on PCL

There’s also a third type of slot in many of today’s computers, called AGP (Accelerated
Graphics Port). This slot is almost always occupied by a graphics card.
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Note: Some USB gadgets (and some PCs) offer faster, enhanced connactors called USB 2. The original
version of Windows XP couldn't recognize them, but thanks to software patches, it does now. (Automatic
Updates, described on page 331, should download the necessary software automatically, or you can just
install it using the installation disk that comes with your USB 2.0 appliances.)

Figure 14-1;

The back panef of the
typical PC. Not every PS/2 port (keyboard, mouse)
computer has every kind

of jack, and the standard s ports (camneras, printers,
assortment is evolving over  scanners, palmtop cradles,
time. But these days, you disk drives, etc,)
can generally count on a
basic collection like the one

Parallel port {printy
shown here. araliel port (printer)

Serial {COM) port (cider
mouse, modem,
camera, scannes, etc)

Video (VGA) port (monitor)

Ethernet port (cffice network)

Microphone, speakers

Modem and phone line

* Bluetooth adapters. Bluetooth s a fascinating new wireless technology. Don’t think
- ofitas a networking scheme—it’s intended for the elimination of cable dlutter. Once
you've equipped your printer, PC, and Palm organizer with Bluetooth adapters,
- Your computer can print to the printer, or HotSync with your Palm, from up to

30 feet away.
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» Serial port. A male connector with nine or 25 pins. It connects to a serial device,
such as a mouse, modem, camera, scanner, or serial printer; it can also connect
your PC to another one, port-to-port.

Most computers have two serial ports, which are also called COM ports—but not
for long. Serial ports, too, will probably also go the way of dinosaurs as USB ports
take over the earth.

* Keyboard port. This round, 5-pin (DIN) female connector, similar to a P§/2
connector but larger, is becoming one of the rarest of all. It was designed to fit
keyboards that don’t use a P$/2 connection, and is yet another obsolete port in
the USB era.

Connecting New Gadgets

Inbooks, magazines, and online chatter about Windows, you'll frequently hear people
talk about installing a new component. In many cases, they aren’t talking about physi-
cally hooking it up to the PC—they’re talking about installing its driver software,

The truth is that you generally have to install both the hardware and the software.
The ritual goes like this:

L. Run the installer on the setup disk, if one came with the new equipment.

That's right: Install the software first. Doing so copies the driver file to your hard
drive, where Windows will be able to find it in the later steps of the installation.

2. Physically connect the gadget.

That is, connect it to the inside or outside of the computer, according to the in-
structions that accompanied the equipment.

The beauty of USB gadgets, FireWire gadgets, and PC cards is that they identify
themselves to Windows XP the instant they’re plugged in. For this kind of gizmo,
there is no step 3.

Other kinds of gear aren’t so lucky. In general, you must turn off your PC before

connecting or disconnecting components from other kinds of connectors. When
- you turn it on again (after hooking up the new gadget), Windows XP examines

“+every connector, port, and slot on your machine, checking to see whether or not
. it’s now occupied by a piece of equipment it hasn’t seen before.

* 3. Install the driver software into Windows.

< If your new gear is Plug and Play—compatible (if its box bears a “Designed for
. Windows” logo, for example), then skip this step. The simple act of connecting
- the equipment inspires Windows to find the driver—either the one you copied
to the drive in step 1, or one from its own database of drivers. (For non—Plug and
Play gadgets, this step can require a considerable amount of effort, as described
later in this chapter.)
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¥ip: If you have drivers on a floppy, and this technique fails to find them, try the next optior. The “Install from
a list or specific location” option often works when the “Install the software automatically” choice doesn't,

+ If yow've downloaded the driver from the Web. Select the second option, “Install
from a list or specific location,” and click Next. You should now turn on both of
the checkboxes shown in Figure 14-2, and then click the Browse button to navigate
to, and select, the driver you downloaded.

Figure 14-2:

Top: You're halfway home.
Windows XP has at least
acknowledged that you've
plugged something in. Click :
the balfoon to proceed with . Found New Hardware
the software insiailation Paim Handheid

{if you didn’t instalf the
software first. as you should
have).

Bottom: The Found New
Hardware Wizard. Youll
’:,gsgtﬁz:?; b‘,‘:w",z,"ghzﬂ ts'g"’ Welcome to the Found New
the driver to instafl.” t's Hardware Wizard

primarily used to over- '
ride Windows XP's own,
preinstaled driver in favor of
another one—for example,
one that came from the
original menufacturer that
yot've been told offers more

This wizard helps you instal software for:

features than the official
Microsoft driver,
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Tip: if you'd rather not contend with the “unsigned driver” message every time you install something, you
can shut it up forever. Conversely, you can close up Windows like avault, so that it will never accept unsigned
drivers, for maximum, conservative safety. (Instead, you'll see a message declaring that the installation has
been “blocked.”) Instructions for setting up both scenarios are on page 296.

Figure 18-5:

The most stable and smoothly operating PC is
one whose components use nothing but digitally
signed drivers, On the other hand, just because
a driver isn't signed doesn't mean it’s no good:
it may be that the manufacturer simply didn’t
pony up the testing fee required by Microsoft's
Windows Hardware Quality Labs.

. Continue Anyway ? § STOP Installation. |

_The Device Manager

'The Device Manager is an extremely powerful tool that lets you troubleshoot and
“update drivers for gear yow've already installed. It's a master list of every component
“that constitutes your PC: floppy drive, CD-ROM drive, keyboard, modem, and so on
- (Figure 14-6). It’s also a status screen that lets you know which drivers are working
:properly, and which ones need some attention.

.:_'You can open the Device Manager in any of three ways:

-+ Right-click My Computer (in your Start menu or on the desktop); choose Properties
from the shortcut menu. In the Systems Properties dialog box, click the Hardware
tab, and then click the Device Manager button.

"+ Choose Start—Control Panel; open the System icon. Once again, click the Hardware
tab to find the Device Manager button.

* Choose Start—Run. In the Run dialog box, type devmgmt.msc and press Enter.

: In each of these cases, you now arrive at the screen shown in Figure 14-6.

‘Red X's and Yellow ¥'s: Resolving Conflicts

‘A yellow exclamation point next to the name indicates a problem with the device’s

driver. It could mean that either you or Windows XP installed the wrong driver, or
that the device is fighting for resources being used by another component. It could
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Driver Roliback

Suppose that you, the increasingly proficient PC user, have indeed downloaded a new
driver for some component—your scanner, say—and successfully installed it using
the instructions in the previous paragraphs. Life is sweet—until you discover that
your scanner worn't scan except in black and white.

In this situation, you'd probably give quite a bit for the chance to return to the previous
driver, which, though older, secemed to work better. That’s the beauty of the Driver
Rollback button. To find it, open the Device Manager (page 449), double-click the
component in question, click the Driver tab in the resulting Properties dialog box,
and then click the Roll Back Driver button (shown in Figure 14-8}.

Windows XP, forgiving as always, instantly undoes the installation of the newer driver,
and reinstates the previous driver.

Fignre 14-8:

When you double-click a component fisted in
your Device Manager and then click the Driver
tab, you find four buttons and a fot of informa-
tion. The Driver Provider information, for
example, lets you know who is responsible for
your cutrent driver—Microsoft or the maker of -
the component. Click the Driver Details button : Driver Provider:  Microsoft
to find out where on your hard drive the actual  § Diiver Date: 2/9/2000
driver fife is, the Update Driver button to instalf ) )

a newer version, the Roll Back Driver button . DriverVersion: 5002, . - o
fo reinstote the earlier version, or the Uninstall st Digital Signed:. Microsoft indows XP Publisher 0 B
button to remove the driver from your system ' I e e R
entirely—a drastic decision.

: General § Modem ¢ Diagnostivs | Advanced ! | Resouwgas bl

Lucent %in Modern

~ |, Driver Details - 3 Toview detale abiout the diiver fles, ©

. Update Driver... * Foupdate the driver for this davics.

IF thé device fails after upd'ati.'ng the driver, raf.
back te the previously nstalled driver. : )

.  Tauninstall the d:i\iéé [Adwanced), . -

. 'Holi"Back' t}river“ L

ooy

Hardware Profiles

Hardware profiles are canned sets of settings for particular equipment configurations.
By switching from one profile to another, you can quickly inform your computer
that youw've got a different assortment of gear connected—a feature that, as you can
probably tell, is primarily useful for laptop owners.
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4, Click the + symbol, and then the name of the component you want to turn on or _. |
off in this profile,

The Disable button on the Device Manager toolbar becomes available.

5. Click the Disable button on the toolbar (see Figure 14-6). Click Yes when you're
asked to confirm.

After the Device Manager list collapses and expands, updating itself, you'll see a
little red X on the icon of the component yow've turned off. (That's what you'll see,
that is, if the computer doesn’t tell you that it first needs to be restarted.)

6. Repeat steps 4 and 5 for any other devices youw'd like to enable or disable for this
profile, and then click QK.

Hereafter, whenever you start your computer, you'll see, on a black, DOS-Iike screen,
alist of the hardware profiles you've created. Only after you've selected one, following
the instructions in Figure 14-10, does Windows XP finish its startup process.

Figure 14-70:

Every time you turn on

yotir Windows PC, you'll

be shown this listing of
hardware profifes. Highlight
the profife you want by
pressing the up and down
arrow keys; press the Fnter
key when you've highlighted
the one you want. Windows
foadds only the drivers for the
hardware you've turned on
in the selected profife.
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* A dynamic disk can contain only one operating system. You can’t dual boot (choose
which of two operating systems to use each time you turn on the PC), as you can"
with basic disks.

* To convert a hard drive to a dynamic disk, it must set aside an invisible storage
area to hold a dynamic disk database. If you partitioned the drive using Windows
2000 or XP Professional, then Windows already reserved enough space for this
purpose. But if the drive was partitioned with another operating system, you may
have to erase it before converting it to a dynamic disk.

* Dynamic disks don’t work on laptops, removable disks, disks connected by USB
cables or IEEE 1394 (FireWire) cables, or disks connected to shared SCSI buses.
If your disks fall into any of these categories, Windows XP won'’t let you convert
them to dynamic disks.

Converting a Basic Disk to a Dynamic Disk

If you haven’t yet been scared off by all of these cautions, and are ready to convert
your basic disks to dynamic disks, the procedure is simple. First, back up the disk
you plan to convert. You probably won’t need it, but it’s a good idea to back up a disk
before performing any kind of traumatic surgery to it.

Next, log on to the computer as its Administrator (page 517), and exit any programs
that might be running on the disk you plan to convert.

You convert disks and manage the dynamic volumes on them using a special window
called the Disk Management console. To open it, use any of these methods:

* Choose Start—Control Panel—Administrative Tools—»Computer Management.
In the resulting Computer Management window, double-click Disk Management
in the list at the left side.

Figure 15-1;

The Disk Management
console is the ceniral
toolbox for afl of your
dynaric disk-refated
tasks. This is where you

1t aviout | Typs | Status oo ] Capacty | Fres Space
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dynamic disks, and 5haff*f FU'derSd EBWInkP Pro (D1} Dynamic Healthy (Boot) 48568  2.31GB
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volumes on your disks. -}, Device Manager

a Storage
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3, Click OK.

If you're converting a disk that contains basic partitions, a Disks to Convert dialog
box appears (Figure 15-2, bottom right).

If you click a disk and then click Details, a Convert Details dialog box appears,
listing the dynamic volumes that you're about to create. (All of the standard parti-
tions on the drive are converted into simple dynamic volumes—that is, they arer’t
yet combined into spanned volumes. That step comes later,)

4. Click the Convert button.

If Windows XP detects other operating systems on your disk, you'll be warned that
they won’t be able to start up the PC after the conversion. If you're converting the
disk that contains Windows XP Pro itself, yowll have to restart the PC.

Otherwise, though, the conversion process takes only a few seconds. After restarting
(if necessary), log on and open the Disk Management console again. As shown in
Figure 15-3, the conversion is complete.

Figure 15-3:

Now the header box
for your disk says
“Dynamic” rather than
“Basic,” and what used
to be partitions on the : . .
disk (thh blue header : New Vciumt:: (E:} Simple  Dyhamic Healthy S5i4M5  S09MB
bars) are now sfmple : P (i e Prepemd Has Y Y N T ]
volumes (with red : '
header bars).

LN Dve {

514 MB NTFS
{Healthy

Three Uses for Unallocated Space

If you've installed a new hard drive, you'll see, in the Disk Management window, that
it consists of unallocated space—disk space that doesn’t belong to any volume yet. It’s
just sitting there, unaccounted for, unusable, waiting for you to make it part of one
volume or another.

Whenever you find yourself with unallocated space, you get to discover the flexibility
of dynamic disks. If you right-click an unallocated area in one of the disk boxes and
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Creating a striped volume

As you now know, a spanned volume is like a virtual hard drive made up of storage
space from two to 32 dynamic disks. When Windows XP saves data onto a spanned
volume, it completely fills up the allotted space on one drive, then proceeds to the
next drive in the volume, until the allotted space on all of the drives is full.

A striped volume is similar, in that it’s a single volume made up of space from several
actual disks, but the way Windows XP saves data to the drives is different. Instead of
filling up one drive and proceeding to the next one, Windows XP saves pieces of cach
file on more than one disk. Because more than one hard drive is saving and reading
data in parallel, a speed benefit can theoretically result.

The truth is, though, that the differences are measured in milliseconds—thousandths
of a second—so it’s generally not worth creating striped volumes on everyday PC
workstations. (On corporate file servers that handle hundreds or thousands of file

access requests per minute, it’s a different story. The cumulative savings in access
times can be significant.)

If you're still tempted to create a striped-volume set, the process is nearly identical to
creating a new spanned volume (sce the box below). The only difference is that you
must use the same amount of space on each of the drives you select. For example,
if you have one gigabyte of unallocated space on Disk 0 and five gigabytes of unal-

located space on Disk 1, your striped volume can be no larger than two gigabytes,
one from each drive.

Compressing Files and Folders

Although the hard drives made these days have greater capacities than ever, programs
and files are much bigger, too. Running out of disk space is still a common problem.
Fortunately, Windows XP Pro is especially effective at compressing files and folders
to take up less disk space.
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Maintenance, Backups,
and Troubleshooting

preventive maintenance. Fortunately, Microsoft has put quite a bit of effort

into equipping Windows XP with special tools, all dedicated to the preservation
of what Microsoft calls PC Health. Here’s a crash course in keeping your PC—and
its hard drive—humming.

H ike you, its human sidekick, your computer requires periodic checkups and

System Restore

As you get more proficient on a PC, pressing Ctrl+Z—the keyboard shortcut for
Undo—eventually becomes an unconscious reflex. In fact, you can sometimes spot
veteran Windows fans twitching their Ctrl+Z fingers even when they’re not near the
computer—after knocking over a cup of coffee, locking the car with the keys inside,
or blurting out something inappropriate in a meeting.

Windows XP offers one feature in particular that you might think of as the mother
- of All Undo commands: System Restore. This feature alone can be worth hours of
: your time and hundreds of dollars in consultant fees.

. The pattern of things going wrong in Windows usually works like this: The PC works
~* fine for a while, and then suddenly—maybe for no apparent reason, but most often
-+ following an installation or configuration change—it goes on the fritz. At that point,
- wouldn’t it be pleasant to be able to tefl the computer: “Go back to the way you were
" yesterday, please™?

System Restore does exactly that: It “rewinds” your PC back to the condition it was
in before you, or something you tried to install, messed it up.
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Technically, in fact, Defragmenter doesn’t rejoin file fragments randomly. In
restoring them, Disk Defragmenter tries to organize the files better on the hard
drive surface, using logic to position them so that applications will open up as
quiclkly as possible,

Figure 16-4:

Windows lets you know whether or not you'lf
gain anything by defragmenting your hard
drive (top). if you're terminally curious, click
View Report. A dialog box then appears (like
the one here at botiom), fisting each indi-
vidual fife on your hard drive and revegling
the extent of its fragmentation.

volumg (C:)
Volume size 18,61 GB
Cluster size 16 kB
Used space 9,11 GB
Free space 9.50 B
P&rceﬁt free space Bl %
el Lo,

IR ME IWINDOWSISYSTEMAS OEMBICR, BIN
VAPPLOGIWINWCRD, LGC

A progress bar at the bottom of the window lets you know how far along it is. You
¢an wander away to watch TV—or, if you're fascinated by this kind of thing, you
can watch the colorful graphs (Figure 16-5).

For best results, leave your PC alone while the defragmenting process is going on. If
you absolutely must perform a task at your computer during the defragging process,
click Pause,

Ifyou savea file while the drive is being defragmented (whether you pause the program
or not), Disk Defragmenter starts the process over from the beginning,
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* Choose Start—Control Panel->Administrative Tools—>Computer Management,
In the resulting Computer Management window, double-click Disk Management

in the list at the left side.

« In the Start menu, right-click My Computer. From the shortcut menu, choose
Manage. Once again, double-click Disk Management in the list at the left side.

* Choose Start—Run; type diskmgmt.msc and press Enter.

In any case, you arrive at the window shown in Figure 16-7. At first glance, it appears
to be nothing more than a table of every disk (and partition of every disk) currently
connected to your PC. In truth, the Disk Management window is a software toolkit
that lets you operate on these drives, too. For example, Chapter 15 describes in detail
how you can use this window to slice and dice the free space an your drives into new,
combined “virtual disks” (volumes),

Figuye 16-7;

The Drive Management
window is part of the
much bigger, much
more technical entity
known as the Computer
Management console.
You access it by dlicking
Disk Management (in
the lefi-side pane). Then
you can operate on your
drives by right-click-

ing them. Don't miss
the View menu, by the
way, which lets you
change either the fop
or the bottom display.
For example, you can
make them display all
of your disks instead of
your volumes (there’s a
difference).

Cotpular Management Local)
& System Tools
! {3 Fvert viawer
i Shared Foiders
% Perfarmance Logs and
Dievice Marwager
Skorage
Femovable Starags
B2 Disk Defragmentar

® % Services s Applications

Layock' |- Type | Fils Svsten | Stabs -

ot Dish (1) Parfition  Basic  MIFS

Open
Explore

] Eapacty | e Spacer]
Healthy {Syster) 44,5368 19268
Heslthy 43LME OMB

B0 GBNTFS
& Unalocated

Change a Drive Letter

As you've probably noticed, Windows assigns a drive letter to each disk drive associ-

ated with your PC. The floppy disk drive is always A:, the primary internal hard drive
is generally C:, and so on. Among other places, you see these letters in parentheses
following the names of your drives, as when you choose Start—My Computer.
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» Cancel a scheduled task. You can, of course, stop a certain scheduled task from run-
ning just by deleting the task entirely—throwing away its icon {rom the Scheduled
Tasks window. In many cases, however, you might find it more flexible to simply
turn off its Enabled checkbox (on the Task tab of the Properties dialog box). The
latter method leaves the task in the Task Scheduler window, so that you can turn
it back on at a later date.

Change the schedule for a task. Click the Schedule tab of the Properties dialog
box to change the schedule for a task.

Change the settings for a scheduled task. Using the Settings tab of a task’s Proper-
ties dialog box, you can design certain automated tasks to run, or not, according
to certain conditions (see Figure 16-11). For example, you might want to turn on
“Only start the task if the computer has been idle for at least __ minutes,” so that
your processor-intensive task doesn’t fire itself up when somebody else (using
another account) is rendering 3-B movie scenes.

Figure 16-11:

Some of the factory settings for scheduled tasks
are a bit ridiculous. For example, it's probably ash ¥ Goheduln Satings
a good idea to stop a task if it runs fonger than {7 o
4or 5 hours, not 72 hours. In fad, except for wE
defragging the hard drive, most scheduled
tasks should take less than an hour. The bot-
tom section of the dialog box applies to laptop
compuiters.

- Start a Task Immediately

To trigger one of the listed programs right now, right-click its listing in the Scheduled
~ Tasks window and choose Run from the shortcut menu. (The task will run again at
its next scheduled time.)
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Microsoft Backup

Consider this: The proximity of your drive’s spinning platters to the head that reads
them is roughly the same proportion as the wheels of an airliner flying at 500 miles
per haur, twelve inches off the ground. It's amazing that hard drives work as well,
and as long, as they do.

Still, because a hard drive is nothing more than a mass of moving parts in delicate
alignment, every now and then disaster strikes. That's why backing up your data
(making a safety copy) on a regular basis is an essential part of using a PC. Even if
computers aren’t your career, there’s probably a lot of valuable stuff on your hard
drive: all of your digital photos, the addresses and phone numbers you've spent hours
typing into your Contacts list, a lifetime’s worth of email, the Web sites in your Fa-
vorites folder, and so on.

Now, if you use XP Pro in a corporation—a distinct possibility, considering its target
audience—you probably don’t even have to think about backing up your stuff. A
network administrator generally does the backing up for you and your co-workers.
(You're probably instructed to save your files on a network server PC instead of your
own, so that the administrator can back up all of the employees’ files in one swift
move. } In that case, vou can flip to more interesting sections of this chapter.

If you use Windows XP at home, or in a smaller company that doesn’t have network
nerds running around to ensure your files’ safety, you might be grateful for Microsoft
Backup, a very simple backup program that comes with Windows XP. It lacks some of
the specialized features of commercial backup programs, but at least it lets you back
up entire drives or selected files and folders, at times and under the conditions you
specify, to other disks or tapes. You can even schedule it to run at regular intervals
(using the Task Scheduler program), so that you always have a recent copy of your
data on hand.

Backup Hardware
An external hard drive makes an extremely convenient backup system, since it

spares you the hassle of inserting and tracking multiple removable disks (like Zips
or CDs).

Still, removable disks are the safest disks of all, because you can store them somewhere
else: in a fireproof box, a safe deposit box at the bank, or the trunk of your car—any-
where but in your office, making your data safe even in the case of fire or burglary.

Here’s a rundown of popular removable backup disks:

* Floppy disks. Forget it. Unless you work with nothing maore than a few text files,
your stuff will never fit onto floppies.

* Zip, Jaz, Peerless. When it comes to removable cartridge drives like these from
Tomega, consider capacity and expense. The older Zip cartridges, which hold 100
or 250 MB, may be too small for most backup purposes. The newer 750 MB drives
are a better bet.
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have a backup of Windows itself (on your Windows CD) and of your programs (on
the original software disks), so there may not be much point in making another

CopYy.
+ Let me choose what to back up. This option leads to a Windows Explorer—like

display (see Figure 16-13, bottom) that lets you choose the specific folders and
files to be backed up.

Tip: If you choose this option, don't miss the System State icon. Selecting this icon backs up the Windows
XP registry (page 661) and other vita! system components that are otherwise inaccessible because they're
in use while the backup is running. In case of disaster, only people who backed up the System State wili be
able to completely restore their PCs to their criginal conditions,

Figure 15-13;
Top left: Microsoft Backup lets

you either back up or restore Backup af Restore
your ﬁfES. You can back up files and settings, or restore them from a previous backup.

Bottom right: Expand the listing
of drives and folders by clicking
the plus signs. Turn on the
checkbox next to any folder

or file that you want backed
up. To deselect a file, turn off
its checkbox. Don't forget that
you can drag the gray, vertical ltems to Back Up

divider bar to widen the left : ‘You can back up any combination of dives, folders, of fies.
panel. :
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. JPEG Image:
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@ My Music i ... JPEE image.
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Select the backup mediym

The next screen asks where you want to store the backup files you're about to cre-
ate. The drop-down list starts out suggesting that you back up your hard drive onto
floppy disks—not exactly a forward-thinking choice. Considering the massive size of
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