
Controlling
Applications under
Windows

You might think of Windows XP as a set of cool accessories, such as
games, a calculator, and an address book, but Windows is first and fore-

most an operating system. Windows’ main purpose is to enable you to run
and manage other software applications, from word processing and spread-
sheet programs to the latest 3D computer action game. Using the best meth-
ods for accessing and running software with Windows saves you time, and
setting up Windows XP in the way that works best for you can make your
life easier.

In this chapter, you explore several simple and very handy techniques for
launching and moving among applications. You go through step-by-step
procedures ranging from installing software to removing it, and from log-
ging on to Windows to shutting down your computer. Along the way, you
discover the Windows Start Menu (a command central for running pro-
grams) and the Quick Launch bar (which might sound like a salad bar at a
fast food restaurant, but it’s actually the area of the Windows taskbar that
lets you open frequently used programs).

Here, then, are the procedures that you can use to launch, navigate, and
organize programs in Windows XP.

1
Get ready to . . .
➟ Log On to Windows ....................................6

➟ Install Software ..........................................6

➟Open an Application ....................................7

➟Resize an Application Window ....................8

➟Switch between Running Applications ..........8

➟Move Information between Applications ......9

➟Utilize the Quick Launch Bar ....................10

➟Organize the Start Menu ..........................11

➟Start an Application Automatically ............12

➟Set Program Access Defaults ......................13

➟Remove an Application ..............................14

➟Run Windows Update ................................15

➟Shut Down Your Computer ........................16

➟Chapter

05_574809 ch01.qxd  10/18/04  3:44 PM  Page 5

CO
PYRIG

HTED
 M

ATERIA
L



Log On to Windows
1. Turn on your computer to begin the Windows start up

sequence. (Note: If you haven’t set up the password pro-
tection feature, you’re taken directly to the Windows
desktop, as shown in Figure 1-1.)

2. In the resulting Windows Welcome screen, enter a pass-
word and click the green arrow button. Windows veri-
fies your password and displays the Windows desktop.

To log on as another user (for example, if somebody else in your
family is logged on and you want to change to your user account),
choose Start➪Log Off. Click the Switch User button. Click your user
name in the list of users that appears (the same list that you see on
the Windows Welcome screen), and then follow the steps in this task
to finish logging on.

Install Software
1. If you insert a software CD and nothing happens,

choose Start➪Control Panel and click the Add or
Remove Programs icon to open the Add or Remove
Programs window.

In many cases, you don’t need to go through Windows to install
software. Just pop the software CD into your CD drive, and the
installation process begins. Give Windows a vacation — after all, it
works hard day after day, right?

2. Click the Add New Programs button on the left and then
click the CD or Floppy button, shown in Figure 1-2.

Figure 1-1: The Windows desktop

Figure 1-2: The Add or Remove Programs window
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3. When the resulting Install Program from CD or Floppy
dialog box appears (see Figure 1-3), click Next to run
the software.

4. Follow the prompts for that software installation. (Note:
Some programs require that you reboot your computer,
so turn it off and then on to complete the setup of the
new program.)

If you install software and later want to change which features of
the program have been installed, go to the Control Panel. When you
choose Add or Remove Programs, find the software in the list that
appears and click the Change/Remove button.

Open an Application
1. Open an application by using any of the following three

methods:

• Choose Start➪All Programs. Locate the program
name on the All Programs menu and click it; if click-
ing it displays a submenu, click the program item on
that menu (as shown in Figure 1-4).

• Double-click a program shortcut icon on the desktop.

• Press the Windows key to display the taskbar if it’s
hidden and then click an icon on the Quick Launch
bar, just to the right of the Start button.

2. When the application opens, if it’s a game, play it; if it’s
a spreadsheet, enter numbers into it; if it’s your e-mail
program, start deleting junk mail . . . you get the idea.

Figure 1-3: Install Program dialog box

Figure 1-4: The All Programs menu

Not every program that’s installed on your computer appears as a desk-
top shortcut or Quick Launch bar icon. To add a program to the Quick
Launch bar, see the task “Utilize the Quick Launch Bar,” later in this
chapter. To add a desktop shortcut, see Chapter 2.
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Resize an Application Window
1. With an application open and maximized, click the

Restore Down button (looks like two overlapping win-
dows) in the top-right corner of the program window.

2. To enlarge a minimized application to fill the screen,
click the Maximize button (see Figure 1-5). (Note: This is
in the same place as the Restore Down button, and the
button that appears depends on whether you have the
screen reduced in size or maximized. A ScreenTip identi-
fies the button when you pass your mouse over it.)

With a window maximized, you can’t move the window around on
the desktop, which is one way to view more than one window on
your screen at the same time. If you reduce a window in size, you
can then click and hold the title bar to drag the window around on
the desktop. You can also click and drag the corners of the window
to resize it any way you want.

Switch between Running
Applications

1. Open two or more programs. The last program that you
open is the active program.

2. Press and hold Alt+Tab to open a small box, shown in
Figure 1-6, revealing all opened programs.

3. Release the Tab key, but keep Alt held down. Press Tab
to cycle through the icons representing open programs.

4. Release the Alt key, and Windows switches to whichever
program is selected. To switch back to the last program
that was active, simply press Alt+Tab, and that program
becomes the active program once again.

Figure 1-5: Maximize the minimized Microsoft Word file

Figure 1-6: Open programs in Windows

All open programs also appear as items on the Windows taskbar. You
can click any running program on the taskbar to make it the active pro-
gram. If the taskbar isn’t visible, press the Windows key to display it.
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