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• A •
accessibility tools

Magnifier, 114
Narrator, 115
On-Screen Keyboard, 116

Active Desktop, 109
Add a Contact dialog box, 35
Add Favorite dialog box, 54, 227
Add or Remove Programs window

installing programs, 6–7
removing programs, 14
setting program access/defaults, 13

Add Printer Wizard, 80–81
Add a Program dialog box, 136
add-ons, disabling or updating, 134
Address Book. See also e-mail

adding contacts to, 34, 70
addressing mail using, 63
creating business cards in, 64
creating groups in, 230
searching in, 34

Administrative Tools window, 154
Advanced Appearance dialog box, 111, 235
Advanced Audio Properties dialog box, 179
Alert Settings dialog box, 135
applications. See also troubleshooting software

arranging application windows, 9
associating file types with, 119
disabling add-ons, 134
installing, 6–7

moving application windows, 8
moving information between, 9
opening, 7
organizing on Start menu, 11
overview, 5
removing from computer, 14
removing from Start menu, 12, 13
resizing application windows, 8
shortcuts to, 7, 10, 218–219
starting automatically, 12
switching between, 8
troubleshooting, 149–154
updating, 15
updating add-ons, 134

applications, using built-in. See also Address Book
Address Book, 34
Calculator, 30
Messenger, 35–36
NotePad, 29
overview, 27
Paint, 31, 223
Picture and Fax Viewer, 32
Scanner and Camera Wizard, 33, 222
WordPad, 28, 224

arranging desktop icons, 108, 220
arranging windows, 9
associations, file type, 119
attachments. See e-mail
audio. See music; sound
Automatic Updates, 138
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• B •
background images, desktop, 104–106, 234
backing up files, 92, 154
Browse dialog box, 121, 211
browsing. See Web browsing
business vCards, 64

• C •
Calculator tool, 30
calling cards feature, 204
chatting online, 36
Check Disk tool, 144
color schemes, desktop, 111, 235
compressing files, 25
Computer Management window, 89, 154
computer. See hardware; laptop; system
contacts, adding, 34–35, 70
Content Advisor in Internet Explorer, 58
cookies, 97, 127
Copy Profile dialog box, 88
copying music, 183
copying text, 212
Create Folder dialog box, 72
CSPro software, 228
cursor themes, 121
Customize Search Settings dialog box, 51
Customize Start Menu dialog box, 11, 18
customizing. See also desktop; Windows XP

e-mail layout options, 71
Internet Explorer, 56
Startup folder, 12

cutting and pasting text, 212

• D •
defragmenting hard drives, 94, 143
Delete Files dialog box, 96
deleting. See also removing

cookies, 97
e-mail messages, 73

files and folders, 24
Temporary Internet Files, 96

desktop. See also display; monitor
adding shortcuts to Quick Launch, 10, 219
applying color schemes, 111, 235
applying themes, 105, 107
arranging icons on, 108, 220
changing backgrounds, 104–106, 234
cleaning, 218
creating shortcuts on, 218
displaying home pages on, 234
enabling Active Desktop, 109
opening Quick Launch shortcuts, 7
organizing, 108, 217–220
overview, 6, 217, 233
screen saver passwords, 125
setting screen resolution, 104
setting screen savers, 110, 236
shortcut menu, 108, 220

Desktop Items dialog box, 108–109
Device Manager window, 84, 86, 148
dial-up connections. See also Internet connections;

phone
with infrared-enabled cell phones, 205
setting up manually, 41

dialing features. See remote control
disabling add-ons, 134
Disk Cleanup tool, 95
Disk Defragmenter tool, 94, 143
Disk Management tool, 89
disks. See hard disk
display adapters, 86
display options for Help and Support, 162
Display Properties dialog box. See also desktop

Appearance tab, 111, 235
Desktop tab, 104, 106, 234
Screen Saver tab, 110, 125, 236
Settings tab, 104
Themes tab, 107, 235

display setup, monitor, 85
Display Troubleshooter, Video, 86
documents. See files; text➟250
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downloading files, 57, 181, 228
drivers, updating device, 85, 147
drives. See hard disk

• E •
e-mail accounts, managing, 74
e-mail attachments

icon for, 62
opening, 65
sending, 64, 232
SP 2 alerts on, 93
vCards as, 64
WordPad documents as, 28

e-mail messages. See also Address Book
adding signatures, 67
applying stationery, 69, 231
creating, 62–63
creating folders for, 72
creating to groups, 229–232
creating mail rules, 75
deleting, 73
formatting, 68
forwarding, 66
HTML, blocking content in, 137
inserting pictures in, 69
layout options, 71
organizing, 62, 73
overview, 61, 229
reading, 65
replying to, 66
sending, 63
SP 2 security feature, 74
spell-checking, 63
viewing in Inbox, 62

Earthlink Properties dialog box, 42–43
Edit Location dialog box, 204
editing movie timelines, 191
editing pictures in Paint, 223
enabling

Active Desktop, 109
Content Advisor, 58

firewalls, 128
infrared-enabled devices, 200, 205

Explorer, Internet. See Web browsing
Explorer, Windows, 12, 20

• F •
family history. See genealogy
Favorites. See also Web sites

adding files/folders to, 26
adding Web sites to, 54, 227
organizing, 54–55

Fax Configuration Wizard, 201
Fax Viewer, Windows Picture and, 32
faxing from computers, 202
File Download dialog box, 57
Filename Properties dialog box, 130
files and folders

adding to Favorites, 26
backing up files, 92, 154
compressing, 25
creating e-mail folders, 72
creating shortcuts to, 18, 24
deleting, 24
file type associations, 119
locating in My Computer, 19
locating in Windows Explorer, 20
moving, 22
opening files, 208
overview, 17
printing files, 23, 209
recently used, launching, 18
renaming, 22–23
restoring deleted, 24
saving files, 210
search tools for, 21, 208
setting file attributes, 130
sharing, 126
viewing file extensions, 118
viewing on storage media, 22

Find dialog box in Internet Explorer, 52 ➟251
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finding files. See also Help; searching
in My Computer, 19
search tools for, 21, 208
in Windows Explorer, 20

firewalls, 128, 135–136
Folder Options dialog box

File Types tab, 119
General tab, 117
View tab, 117–118, 130

Font dialog box
in NotePad, 29
in Word, 213
in WordPad, 28

formatting
e-mail messages, 68
reformatting drives, 154
Word documents, 213
WordPad documents, 28

• G •
games

adding game controllers, 176
FreeCell, 169
Hearts, 175
Internet games, 174
Minesweeper, 172–173
overview, 167
Solitaire, 168
Spider Solitaire, 170–171

genealogy research. See also Web browsing
adding Web sites to Favorites, 227
downloading files, 228
overview, 225
searching the Internet, 226

Glossary, Windows, 240
Google searches, 226
graphics cards, 86. See also display
groups, e-mailing to, 229–232

• H •
hard disk drives

cleaning up, 95, 143
defragmenting, 94, 143
partitioning, 89
reformatting, 154
troubleshooting, 143–144
updating drivers, 147

hardware setup. See also system; troubleshooting
disk partitions, 89
graphics cards, 86
hardware profiles, 88
modems, 84
monitors, 85
overview, 79
printers, 80–82
sound cards, 87
USB devices, 83

Hardware Update Wizard, 85, 147
Hearts game, 175
Help and Support Center

changing display options, 162
exploring topics, 156
Hardware Troubleshooter, 146
overview, 155, 237
paid (phone) support, 163
Pick a Task area, 156, 164
Remote Assistance link, 160–161
searching, 157, 240
taking a tour of, 238
tutorials, 158
Video Display Troubleshooter, 86
Windows Glossary link, 240
Windows Update link, 138
Windows XP newsgroups, 159, 239

history, family. See genealogy
History pane in Internet Explorer, 55
hyperlinks, inserting, 214
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• I •
images. See also movies

desktop backgrounds, 104–106, 234
editing in Paint, 31, 223
inserting in e-mail, 69
resizing, 224
scanning, 33, 222
viewing in Picture and Fax Viewer, 32

Information Bar, 133, 137
infrared-enabled devices, 200, 205
inserting

e-mail attachments, 64, 232
hyperlinks, 214
objects in documents, 211
pictures in e-mail, 69
ScreenTips, 214

installing
applications, 6–7
printers, 80–81
security patches, 129

Instant Messages, 36
Internet Accounts dialog box, 74
Internet connections. See also e-mail; Web

always-on connections, 44
default connections, 46
dial-up connections, 41, 205
managing e-mail accounts, 74
new ISP connections, 40
overview, 39
removing, 47
repairing, 47
sharing on networks, 42
TCP/IP connections, 43
workplace network connections, 45

Internet Explorer. See Web browsing
Internet games, 174
Internet Options dialog box

General tab, 53, 96, 97
Privacy tab, 57, 127
Security tab, 127, 133

Internet Properties dialog box, 46, 47
Internet Protocol (TCP/IP) Properties dialog box, 43
invitations

creating in WordPad, 224
editing photos, 223
overview, 221
scanning photos, 222

• K •
Keyboard tool, On-Screen, 116

• L •
laptop power options, 198–199
links, inserting, 214
locating. See finding; searching
logging on to Windows, 6

• M •
Magnifier tool, 114
mail. See e-mail
maintenance tasks. See system
Manage Add-Ons dialog box, 134
Maximize button, 8
Media Player. See Windows Media Player
Messenger, Windows, 35–36
Microsoft Plus!, 107
Microsoft Product Support, 163–164
Microsoft Windows. See Windows
Minesweeper game, 172–173
modem setup, 84
modem troubleshooting, 145
monitor setup, 85. See also desktop; display
Mouse Properties dialog box, 120–121
Move dialog box in Outlook Express, 73
movies. See also images

adding titles and credits, 193
adding video effects, 194, 247

➟253
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movies (continued)
creating in Movie Maker, 189, 246
editing movie timelines, 191
Full Screen mode, 189
organizing clips in storyboards, 190, 247
overview, 187, 245
playing with Media Player, 188
recording narration, 192, 248

moving
application windows, 8
data between applications, 9
files and folders, 22

music. See also sound
adjusting volume, 180
choosing skins, 178
copying, 183
creating playlists, 182, 242
downloading, 181
listening to radio, 185, 243
overview, 177, 241
playing, 184, 244
setting up speakers, 179

My Computer, finding files in, 19

• N •
Name Properties dialog box in Outlook Express, 70
naming files and folders, 22–23
narration, recording movie, 192, 248
Narrator accessibility tool, 115
navigating the Web, 50
Network Connections window, 42, 128, 205
Network and Internet Connections window, 46, 47
New Connection Wizard, 40–41, 44–45, 200, 205
New Desktop Item dialog box, 109
New Location dialog box, 203
New Mail Rule dialog box, 75
New News Rule dialog box, 75
New Playlist dialog box, 242
newsgroups, Windows XP, 159, 239
NotePad documents, 29

• O •
Object dialog box in Word, 211
On-Screen Keyboard tool, 116
Open Attachment Warning dialog box, 65
Open dialog box in Paint, 31
Open dialog box in Word, 208
Open With dialog box, 119
opening

applications, 7
downloaded files, 181
e-mail attachments, 65
files in Word, 208
pictures, 31
Windows Explorer, 12

Options dialog box in Outlook Express, 67, 137
organizing

desktop, 108, 217–220
e-mail messages, 62, 73
Favorites, 54–55
movie clips, 190, 247
Start menu, 11

Outlook Express. See e-mail

• P •
Paint, editing pictures in, 31, 223
partitioning disks, 89
passwords. See also security

for screen savers, 125
for user accounts, 124

pasting text, 212
phone (dial-up) connections. See Internet connections
phone features. See remote control
Phone and Modem Options dialog box, 145, 203, 204
phone numbers for Help and Support, 163
Picture and Fax Viewer, Windows, 32
pictures. See images; movies
Pop-Up Blocker, 132
Power Options Properties dialog box, 198, 199
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Print dialog box in Word, 209
printers

installing, 80–81
setting default printers, 82
troubleshooting, 142

printing
changing preferences, 82
files, 23, 209
previewing, 215
Web pages, 59

privacy settings in Internet Explorer, 57
programs. See applications; troubleshooting software

• Q •
Quick Launch bar. See also desktop

adding shortcuts to, 10, 219
opening applications from, 7
viewing, 10

• R •
radio station links, 185, 243
Recycle Bin icon, 220
Remote Assistance help, 160–161
remote control features

calling cards, 204
connecting to infrared-enabled devices, 200, 205
dialing long distance, 203
faxing from computers, 202
laptop power options, 198–199
overview, 197

removing. See also deleting
applications from computer, 14
applications from Start menu, 12, 13
Internet connections, 47

Restart button, 16
Restore Down button, 8
restore points. See system
restoring deleted files/folders, 24
restricting Web sites, 127

• S •
Safe Mode, 151
Save As dialog box, 210
Save Project dialog box, 189
Save Windows Media file dialog box, 192
Scanner and Camera Wizard, 33, 222
scheduling maintenance tasks, 97–98
screen. See desktop; display
ScreenTips, 214
searching. See also finding; Help

in Address Book, 34
for family history, 225–228
for files, 21, 208
Help and Support Center, 157, 240
the Internet, 226
using Open dialog box, 208
for radio stations, 243
using search engines, 226
using Search Results window, 21
in Web page contents, 52
for Web pages, 51

security. See also system; Windows XP Service Pack
enabling firewalls, 128
installing security patches, 129
overview, 123
screen saver passwords, 125
setting file attributes, 130
in sharing folders, 126
trusted/restricted Web sites, 127
user account passwords, 124

Security Settings dialog box, 133
Select Group Members dialog box, 230
Select Stationery dialog box, 231
selecting text, 213
Send Fax Wizard, 201, 202
Send To submenu, 22, 25
Set Program Access and Defaults window, 13
sharing folders, 126
sharing Internet connections, 42
shortcut menu on desktop, 108, 220 ➟255
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shortcuts to applications, 7, 10, 218–219
shortcuts to files and folders, 18, 24
sizing

application windows, 8
images, 224
text, 114

skins for Media Player, 178
software. See applications; troubleshooting software
Solitaire game, 168
sound. See also music

Narrator accessibility tool, 115
recording movie narration, 192, 248
setting up sound cards, 87

Sounds and Audio Devices Properties dialog box,
179–180

Spelling dialog box in Outlook Express, 63
Spider Solitaire game, 170–171
Stand By button, 16
Start menu

Favorites submenu, 26
listing recent documents on, 18
organizing, 11
removing items from, 12, 13

starting Windows, 6
Startup folder, 12
stationery, e-mail, 69, 231
switching between applications, 8
switching user accounts, 6
system maintenance and protection. See also security;

troubleshooting
backing up files, 92, 154
cleaning up hard drives, 95, 143
creating system restore points, 93, 129, 152
creating user accounts, 99
defragmenting hard drives, 94, 143
deleting cookies, 97
deleting Temporary Internet Files, 96
overview, 91
scheduling maintenance tasks, 97–98
using system restore points, 149, 153
updating device drivers, 147

System Properties dialog box, 147–148

• T •
TAPI (Telephony Application Programming Interface),

203
Task area in Help and Support, 156, 164
Task Manager, Windows, 150
Taskbar and Start Menu dialog box, 11, 12
taskbar, viewing, 8
tasks, maintenance. See system maintenance and

protection
telephone. See phone
Temporary Internet Files, deleting, 96
text

creating in NotePad, 29
creating in WordPad, 28, 224
cutting, copying, pasting, 212
formatting, 213
resizing, 114
selecting, 213

themes, cursor, 121
themes, desktop, 105, 107, 235
tiling windows, 9
Toolbars menu, 10
troubleshooting hardware. See also hardware; system

using Check Disk, 144
device drivers, 147–148
using Disk Cleanup, 95, 143
using Disk Defragmenter, 94, 143
graphics cards, 86
hard drives, 143–144
modems, 145
monitors, 85
overview, 141
printers, 142
sound cards, 87
using Troubleshooter, 146
USB devices, 83

troubleshooting software. See also applications
non-responsive software, 150
overview, 149
by reformatting hard drives, 154➟256
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in Safe Mode, 151
using system restore points, 149, 152–153

trusted Web site setup, 127
Turn Off Computer dialog box, 16

• U •
updating. See also Windows Update

add-ons, 134
applications, 15
device drivers, 85, 147

upgrading graphics cards, 86
USB device setup, 83
user accounts

creating, 99
passwords, 124
switching, 6

• V •
vCards, 64
Video Display Troubleshooter, 86. See also display
videos. See movies
viewing

browsing history, 55
e-mail messages in Inbox, 62
file extensions, 118
files on storage media, 22
images in Picture and Fax Viewer, 32
Quick Launch Bar, 10
security settings, 135
taskbar, 8
Toolbars menu, 10

Voice Settings dialog box, 115. See also sound
VPNs (Virtual Private Networks), 128

• W •
Web browsing with Internet Explorer. See also Internet;

searching
adding Web sites to Favorites, 54, 227

changing privacy settings, 57
customizing Internet Explorer, 56
deleting cookies, 97
deleting Temporary Internet Files, 96
downloading files, 57, 181, 228
enabling Content Advisor, 58
finding content on Web pages, 52
navigating the Web, 50
organizing Favorites, 54–55
overview, 49
printing Web pages, 59
searching the Internet, 226
searching the Web, 51
setting up home pages, 53
viewing browsing history, 55

Web sites. See also Favorites
adding to Favorites, 54, 227
Adobe Acrobat, 232
Census Bureau, 228
choosing as home pages, 53
displaying home pages on desktop, 234
Google, 226
Little River Pet Shop, 52
Microsoft Plus!, 107
Microsoft Product Support, 163–164
MSN, 50, 51, 56
Publishing Studio, 50, 53, 54–56
search engines, 226
setting up trusted/restricted, 127
skins for Media Player, 178
Windows Update, 15
WindowsMedia.com, 185

windows. See also applications
arranging, 9
moving/resizing, 8

Windows Address Book. See Address Book
Windows Calculator, 30
Windows desktop. See desktop
Windows Explorer, 12, 20
Windows Firewall, 128, 136
Windows Glossary, 240 ➟257
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Windows Media Player. See also movies; music
choosing skins for, 178
copying music, 183
creating playlists, 182, 242
listening to radio, 243
opening downloaded files, 181
playing movies, 188
playing music, 184, 244

Windows Messenger, 35–36
Windows Movie Maker

adding titles and credits, 193
adding video effects, 194, 247
creating movies, 189, 246
editing movie timelines, 191
Full Screen mode, 189
organizing clips in storyboards, 190, 247
overview, 187, 245
playing movies with Media Player, 188
recording narration, 192, 248

Windows NotePad, 29
Windows Paint, 31, 223
Windows Picture and Fax Viewer, 32
Windows Scanner and Camera Wizard, 33, 222
Windows Security Center, 135
Windows Task Manager, 150
Windows Update. See also updating

accessing, 138
Automatic Updates, 129, 138
installing updates, 15, 129
warning, 15

Windows WordPad, 28, 224
Windows XP. See also Help

logging on to, 6
newsgroups, 159, 239
running in Safe Mode, 151

Windows XP customization. See also customizing;
desktop

accessibility, 114–116
cursor themes, 121
file type associations, 119

folder options, 117
mouse behavior, 120
Narrator options, 115
on-screen keyboard, 116
overview, 113
text size, 114
viewing file extensions, 118

Windows XP remote control features
calling cards, 204
connecting to infrared-enabled devices, 200, 205
dialing long distance, 203
faxing from computers, 202
laptop power options, 198–199
overview, 197

Windows XP Service Pack 2. See also security
attachment alerts, 93
automatic alerts, 163
blocking content in HTML e-mail, 137
changing security settings, 135
disabling add-ons, 134
e-mail security feature, 74
managing Automatic Updates, 129, 138
overview, 131
Pop-Up Blocker, 132
stopping Information Bar blocking, 133
updating add-ons, 134
Windows Firewall, 128, 136

Windows-based functions
cutting, copying, pasting, 212
formatting text, 213
inserting hyperlinks, 214
inserting objects, 211
inserting ScreenTips, 214
opening files, 208
overview, 207
previewing printing, 215
printing documents, 209
saving files, 210
selecting text, 213

WordPad documents, 28, 224
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