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“Access is denied” message, 333-334
Accessibility Options dialog box,
227-228
Acrobat Reader (Adobe), 155
activating Windows XP, 335
active text box, 52
active window, 32, 57
ActiveX programs, 191-194, 334
Add Hardware Wizard, 224
add-ons, security for, 191-196
Address Book (Outlook Express),
165, 174-176
Address toolbar
on folders, 49
on taskbar, 36
typing Internet addresses in, 149-150
Administrator account. See also
user accounts
Limited or Guest accounts versus, 246
My Documents folders access by, 63
overview, 244
starting Windows for the first time, 16
tasks requiring, 330, 373
Adobe Acrobat Reader, 155
“Allow this page to install ActiveX
controls” message, 334
AltaVista search engine, 153
America Online e-mail settings, 167, 168
analog camcorders. See camcorders
anti-spyware programs, 195
arranging. See also sorting
cascading windows, 59
icons in folders, 23
icons in My Computer, 62
icons on desktop, 22-23
tiling wallpaper, 24
tiling windows, 58-59, 372
attachments to e-mail, 173

attributes of files, 77

AutoComplete, 199-202, 335

Automatic Updates. See Windows
Update

Avery Wizard for labels, 118, 126

ol e

Back button, 50, 67
background of desktop, changing, 23-24,
207, 210-211
Backup and Restore Wizard, 237-238
Backup program
backing up automatically, 237-238
installing, 236
requirements for, 236-237
third-party programs versus, 236
Bcce (blind carbon copy) for e-mails,
202, 377
black and white scans, 134
Blaster worm, 323-324
blocking cookies, 199
borders of windows, 49
broadband Internet connection,
13, 145-147, 261. See also
Internet connection
burning CDs or DVDs
buying discs for, 78-79
copying photos to CD, 306-307
creating shortcut to CD burner, 95
determining capability for, 77-78
duplicating a CD, 78, 289-290
DVDs (in future), 380
movies, 320
music CDs, 78, 79
Windows not capable for DVDs, 78
writing files to a CD, 80-81
“You have files waiting to be written to
the CD” message, 344-345
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buttons. See also toolbars
for cutting, copying, and pasting, 100
on dialog boxes, 50-52
grouping on taskbar, 35
identifying on toolbars, 75
on Internet Explorer toolbar, 150
Maximize button, 58
Picture and Fax Viewer, 303
Restore button, 58
on Standard buttons toolbar, 45-46
Start button, 25-26
Windows Media Player controls,

278-279

buying
CD and DVD discs, 78-79
music and movies online, 291-292
parts for networks, 259-260
from secure Web sites, 197-198

oo

cables for network, 256, 259
camcorders. See also movies
editing movies, 312, 316-319
importing video from, 312-315
saving movies back to, 319
cameras. See digital cameras
Cancel button on dialog boxes, 50
canceling print jobs, 120-121
capturing video from camcorder,
312-315
cascading windows, 59
CD-R or CD-RW discs. See also burning
CDs or DVDs
buying, 79
copying photos to, 306-307
duplicating music CDs, 289-290
playing audio CDs, 279-280
saving movies to, 320
centered wallpaper, 24, 210
Character Map, 53, 54, 103-104
characters. See special characters; text
check boxes on dialog boxes, 54-55
choosing, 44. See also opening; selecting
cleaning your computer, 241-242

“Click here to activate now”
message, 335
clicking
double-clicking versus, 44
links in Internet Explorer, 149
opening files or folders by, 327
selecting objects by, 44
Clipboard, 96, 99, 100
clock on taskbar, 33
closing. See also logging off
pop-up ads from taskbar, 32
shutting down Windows, 38-39
windows from taskbar, 32
colors
accessibility options, 227
changing display settings, 213
Compatibility mode, 329-330
compressing files, 233
computers
finding on networks, 114, 256
frozen, 331-332
keeps shutting down, 323-324
locking, 378
moving to a new computer, 347-356
recycling, 357-358
viewing technical information, 232-234
Content Indexer, 233
Control Panel. See also customizing;
specific tasks
Accessibility Options, 227-228
Add or Remove Programs, 127, 214-218
Appearance and Themes, 207-213
Classic versus Category view, 206-207
Date, Time, Language, and Regional
Options, 226-227
icon on Start menu, 28
icons to avoid, 228
Network and Internet Connections,
213-214
overview, 205
Performance and Maintenance,
220-221, 231-240
Printers and Other Hardware, 221-226
Security Center, 185-188



Sound, Speech, and Audio Devices,
218-220
User Account, 226
cookies, 199, 281
copy protection for CDs, 279, 287
copying
CDs to hard disk, 287-289
copy and paste, 95-100
cutting versus, 96, 99
desktop to Clipboard, 99, 374
duplicating a CD, 78, 289-290
files from CDs, 80
files or folders, 72-73
files to CDs, 80-81
memory card or floppy disk items, 82
movies from camcorder, 312-315
pasting repeatedly, 100
photos to CD, 306-307
selecting items, 96-97
shortcuts, 94
songs to portable player, 290-291
cropping photos with Paint, 308-309
crossed-cable connection, 262
customizing. See also Control Panel
desktop background, 23-24, 207,
210-211
screen resolution, 208, 212-213
screen savers, 17, 208, 211-212
Start menu, 30-31
taskbar, 34-35
themes, 24, 207, 208-209
toolbars on taskbar, 35-37
user account picture, 18, 250-251, 377
cutting and pasting, 95-100. See also
moving objects

o e

data destruction programs, 358
date or date format, changing, 226
decoder for DVDs, 282
defragmenting your hard disk, 239-240
deleting. See also uninstalling
automatic purging from Recycle Bin, 25
canceling print jobs, 120-121

cookies, 199
emptying the Recycle Bin, 25
entire hard disk, 358
files or folders, 70-71
fonts, 124
infected restore points, 325
items from Recycle Bin, 25
items to Recycle Bin, 24
password for user account, 19
permanently (bypassing
Recycle Bin), 25
printers, 223
programs from Start menu, 30, 87
shortcut icons, 71
shortcuts, 94
turning off confirmation for, 71
Windows XP components, 217-218
desktop. See also Start menu; taskbar;
specific items
arranging icons on, 22
changing background, 23-24, 207,
210-211
cleaning up unused icons, 21, 22, 23
copying to Clipboard, 99, 374
finding windows on, 107-108
icons vanished, restoring, 20, 22, 331
overview, 20
right-clicking, 17, 20
Show Desktop icon, 377
starting programs from, 20
“There are unused icons” message, 342
Desktop Cleanup Wizard, 21, 23
Desktop toolbar on taskbar, 36
dialog boxes. See also windows
check boxes on, 54-55
command buttons on, 50-51
defined, 50
drop-down list boxes on, 53-54
list boxes on, 52-53
option buttons on, 51-52
sliding controls on, 55-56
text boxes on, 52
“Did you notice the Information Bar?”
message, 336
digital camcorders. See camcorders

Index 389
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digital cameras. See also My Pictures
folder
backing up photos, 295
digital card readers for, 298
dumping photos into computer, 296-299
fixing rotated photos, 304
installing, 225-226
My Pictures folder and, 296
not recognized by Windows, 299
viewing photo details, 305
viewing photos, 300-303
digital card readers, 298
digital photos. See pictures
directories. See folders
Disk Cleanup, 233, 235-236
Disk Defragmenter, 239-240
disk drives. See also hard disk
creating shortcuts for, 94
viewing contents of, 66-67
Display Properties dialog box
Desktop tab, 210-211
Screen Saver tab, 17, 211-212
Settings tab, 212-213
Themes tab, 24, 208-209
displaying or viewing. See also
turning on or off
blocked pop-up ads, 148
changing views for files or folders, 74
computer information, 232-234
Control Panel views, 206-207
disk drive contents, 65-66
file extensions, 90
file or folder information, 73-75
folder contents, 66-67
fonts, 122
hidden files or folders, 71
hiding taskbar or taskbar icons, 35
photo details, 305
photos, 300-303
previewing before printing, 117
printers or fax printers, 221-222
shortcut information, 95
slide shows, 304-305
taskbar, 35
toolbars on folders, 49
disposing of an old computer, 357-358

“Do you want to run this file?” message,
336-337
documents. See files or documents
double arrows
on task pane, 48
on taskbar, 33
double-clicking
choosing objects by, 44
clicking versus, 44
drive icons, 65
opening files or folders by, 327
people in your Address Book, 175
title bar of windows, 43
downloading. See also Internet resources
fonts, 124-125
programs, 158-159
dragging
drag and drop, 47
files from CDs, 80
files or folders, 72-73
lasso for selecting multiple items, 55, 70
memory card or floppy disk items, 82
toolbars on taskbar, 36
window borders, 49
drivers, installing, 240-241
drop-down list boxes, 53-54, 199-202
duplicating. See copying
DVD discs. See also burning CDs or DVDs
buying, 79
playing, 279-280
saving movies to, 320
DVR-MS format for TV, 283

oF o

editing movies, 312, 316-319

e-mail. See also Outlook Express
account setup, 166-168
attachments, 173
Bcce (blind carbon copy) for, 202, 377
blind carbon copy, 202
composing and sending, 168-170, 202
finding lost messages, 174
movies saved for, 320
organizing messages, 172
printing, 172
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receiving and reading, 170-173
replying to, 172
requirements for, 165
resolution for scanning images, 136
security, 176
sending photos, 307
spam, avoiding, 176-177
spell checking, 170
emoticons, 182
emptying the Recycle Bin, 25
envelopes, printing, 118
erasing. See deleting
error messages. See messages
(error and otherwise)
Error Renaming File or Folder
dialog box, 337
EXIF data, 305
exiting. See closing; logging off

ofF e

Fast User Switching, 247, 248-249
FAT or FAT32 file system, 250
Favorites
adding helpful places to, 363
adding sites in Internet Explorer, 152
Fax Configuration Wizard, 128-129
faxes and faxing
changing settings, 129
fax program listed as printer, 126, 129
installing the fax program, 127-128
“New fax received” message, 339
receiving faxes, 132
requirements for, 127
resolution for scanning images, 137
sending faxes from programs, 129-131
sending faxes of scanned files, 131
setting up, 128-129
viewing installed fax printers, 221-222
file conversion programs, 357
file extensions, 90
file formats
file conversion programs, 357
opening files and, 87
for Paint program, 105
for scanning, 134-135, 136-137

Files and Settings Transfer Wizard
choosing things to transfer, 349-354
improvements in, 348
overview, 347, 348
transferring the files and settings,

354-356

using without Windows XP CD, 349
files or documents. See also folders

attributes or switches, 77

backing up data, 236-238

choosing program for opening, 90-94

copying, 72-73

creating shortcuts for, 94

cutting and pasting, 99

deleting, 70-71

Disk Cleanup for, 233, 235-236

finding on networks, 114

finding on your computer, 110-112

finding program documents, 113

hidden, viewing, 71

moving, 72-73

opening, 87-88, 327

path for, 66

private, 19, 253, 269

renaming, 69

saving, 88-89

selecting, 70, 97

sharing, 268-270, 378

starting programs from, 86

task pane Details area for, 48

viewing in folders, 66-67

viewing information about, 73-75

viewing on disk drive, 65-66

“Windows cannot open this file”

message, 92-94, 344

Filmstrip view, 300-302

Find Message dialog box, 174

finding
computers on networks, 114
documents, 113
e-mail messages in Outlook

Express, 174
files in folders, 67
files or folders, 110-112
Internet radio stations, 285
people in your Address Book, 114
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finding (continued) fonts
pictures, music, or video, 113 deleting, 124
Web sites, 152-154 downloading, 124-125
windows on desktop, 107-108 for foreign language Web sites, 338
firewall. See Windows Firewall installing, 123-125
FireWire ports, 262, 296, 312-315 viewing, 122
Flash plug-in (Macromedia), 155 footers, printing, 118, 119
floppy disks, 82, 349 foreign language Web sites, 160
Folder Options dialog box, 49, 64, 71 formatting memory cards or floppy
folders. See also files or documents; disks, 82
windows; specific folders “Found New Hardware” message, 337
adding to taskbar, 36 freeing hard disk space, 233, 235-236
Address toolbar on, 49 frozen computer, 331-332
arranging icons in, 23 frozen programs, 329
copying, 72-73 future version of Windows XP, 379-380
creating, 67-68
creating shortcuts for, 94 P G P
defined, 64
deleting, 70-71 game controllers, 224
for downloaded items, 159 Google search engine, 152-153, 154,
finding, 110-112 160, 285
finding files in, 67 graphics. See pictures
Folders button on, 76 graysca]e scans, 133
hidden, viewing, 71 grouping buttons on taskbar, 35
icons for, 66 Guest account, 16, 244, 245. See also
Links toolbar on, 49 user accounts
moving, 72-73
opening, 327
Outlook Express, 164-165 o H o
overview, 63-65 hard disk
path for, 66 checking hard disk for errors, 239
rper;‘ia?rtl?ﬁ;gég%’ 269 converting to NTFS, 250
resetting the task pane for, 49, 64, copying CDs to, 287-289

creating shortcuts for, 94
defragmenting, 239-240
erasing the entire drive, 358
freeing space on, 233, 235-236
restore point capacity, 326

373-374
selecting files in, 70, 97
selecting folders, 70, 97
sharing over network, 268-270

sorting files in, 75 viewin
g contents of, 66-67
Standard buttons toolbar on, 45-46 hardware. See also specific hardware

on Start menu, 26, 27-28 adding other hardware, 223-226
Start menu and desktop as, 31 adding printers, 222-223

task pane, 47-49, 64 cleaning your computer, 241-242

tree metaphor for, 6465 “Found New Hardware” message, 337

viewing contents of, 66-67 installing drivers, 240-241
viewing information about, 73-75 network. 256-257

zipped, 123 reinstalling after earlier restore

point, 326



headers, printing, 118, 119
help. See also messages (error and
otherwise); troubleshooting
adding helpful places to Favorites, 363
for dialog box buttons, 51
Help and Support Center, 365-366
keyboard shortcut for, 360
printing Help system pages, 116
right-clicking for, 360-361, 375
using the Help system, 363-364
Hibernate mode, 38
hidden files or folders, 71, 77
“Hiding your inactive notification icons”
message, 338
hints for passwords, 19
history
clearing for Media Player, 201, 281
clearing My Recent Documents
area, 201
Internet Explorer, 153
home page, 151-152
Hotmail free e-mail account, 166, 167, 178

o]e

icons. See also shortcuts (icons);
specific icons
arranging in folders, 23
arranging on desktop, 22
Control Panel icons to avoid, 228
defined, 20
for disk drives, 65-66
finding information about, 20
for folders, 66
grouping buttons on taskbar, 35
inactive, hiding on taskbar, 35
in margins of this book, 6
for printers, 116
Recycle Bin, empty versus full, 25
restoring if desktop is empty,
20, 22, 331
right-clicking, 20, 65
size on Start menu, 31
starting programs from, 86
on taskbar, 34

“There are unused icons...”
message, 342
unused on desktop, cleaning up,
21, 22,23
“If you remove this file...” message, 339
images. See pictures
importing movies from camcorders,
312-315
indexing, 233
installing. See also installing programs
drivers, 240-241
FireWire ports, 312
fonts, 123-125
hardware, 223-226
networks, 260-261
printers, 222-223
reinstalling after earlier restore
point, 326
installing programs
Backup program, 236
creating restore points before, 101, 326
drivers, 240-241
fax program, 127-128
with no installation program, 215
“publisher could not be verified”
message, 341
reinstalling after earlier restore
point, 326
Service Pack 2, 13
Start menu message after, 30
steps for, 101
tips for, 216-217
upgrading to Windows XP, 381-385
using Add or Remove Programs, 216
virus protection, 187
Windows XP components, 217-218
instant messages. See Windows
Messenger
Internet connection. See also
Internet Explorer
Guest account and, 245
installing Service Pack 2 and,
13, 141, 147
ISP for, 143-144
over network, 144, 261, 262, 263

Index 3 93
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Internet connection (continued)
setting up Internet Explorer, 144-147
transferring settings from another

computer, 144
troubleshooting, 160-161

Internet Connection Wizard, 166-168

Internet, defined, 142-143

Internet Explorer
adding pages to Favorites, 152
add-ons, security for, 191-196
“Allow this page to install ActiveX

controls” message, 334
AutoComplete settings, 199-202
buying from secure Web sites, 197-198
cleaning up temporary files,

233, 235-236
clicking links, 149
cookies, deleting and blocking, 199
“Did you notice the Information Bar?”

message, 336
downloading programs, 158-159
history of Web visits, 153
icon on Start menu, 27
moving to Web pages, 148-150
plug-ins, 154-155
pop-up ad blocking, 32, 141, 147,

196-197
saving items, 155-158
searching the Internet, 152-154
security zones, 192
setting home page for, 151-152
setting up, 144-147
toolbar, 150
transforming folders into, 49
typing addresses in Address box,

149-150
Web pages don't fit on screen, 161
“When you send information to the

Internet...” message, 343

Internet radio stations, 285

Internet resources. See also publishing

to Web site
anti-spyware programs, 195
author’s Web site, 1-6, 147
Avery Wizard for labels, 118, 126
buying from secure sites, 197-198
creating shortcuts for Web sites, 94

downloading fonts, 124-125
downloading programs, 158-159
finding, 152-154
foreign language sites, 160
free e-mail accounts, 166
Media Player online store, 291-292
Microsoft security site, 187
.NET Passport site, 178
overview, 142-143
plug-ins, 154-155
printing services, 135
printing Web pages, 121-122
QuickTime, 293
radio stations, 285
Real, 293
saving items, 155-158
Service Pack 2 information, 13
Windows File Associations site, 93, 94
Internet security zone, 192
ISPs (Internet service providers),
143-144, 166, 167

o]o

Juno (free ISP), 143-144

o o

keyboard
accessibility options, 227
changing settings for, 225
cleaning, 242
Keyboard Error message, 225
keyboard shortcuts
for help, 360
for menu commands, 45
for special characters, 104
switching between windows, 372
for undoing, 99

o/ o

labels, printing, 118, 126

Landscape printing orientation, 118

Language pack installation dialog
box, 338
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languages
foreign language Web sites, 160, 338
options, 227
laptops, wireless connection for, 267
lasso, selecting multiple items using,
55, 70
launching. See starting programs
Limited accounts, 244, 246, 247, 249.
See also user accounts
links (Internet), clicking, 149
Links toolbar, 36, 49
list boxes, 52-53, 55
Local Intranet security zone, 192
locking
computers, 378
taskbar, 32, 35
Web items on desktop, 22
logbook, using Notepad for, 103
logging off
changing for user accounts, 247-248
icon on Start menu for, 28
from Windows, 38
logging on
changing for user accounts, 247-248
eliminating Welcome screen after
computer is idle, 17, 369-370
to user accounts, 17
to Windows Messenger, 179
Longhorn version of Windows (future),
379-380

ol o

Macromedia Flash/Shockwave
plug-ins, 155
maintenance. See performance and
maintenance
Manage Add-ons window, 194-196
margins for printing, 118
Maximize button, 58
Media Player. See Windows Media Player
memory cards, 82
menu bar of windows, 43-45, 330
messages (error and otherwise). See also
troubleshooting
“Access is denied,” 333-334
Administrator account required, 330

“Allow this page to install ActiveX
controls,” 334
AutoComplete dialog box, 335
“Click here to activate now,” 335
“Did you notice the Information
Bar?,” 336
“Do you want to run this file?,” 336-337
Error Renaming File or Folder
dialog box, 337
“Found New Hardware,” 337
“Hiding your inactive notification
icons,” 338
“If you remove this file...,” 339
Keyboard Error, 225
Language pack installation dialog
box, 338
“New fax received,” 339
“New programs installed,” 30, 340
“New updates are ready to install,”
340-341
“publisher could not be verified,” 341
System Shutdown dialog box, 323-324
“There are unused icons on your
desktop,” 342
“To help protect your computer...,”
342-343
“When you send information to the
Internet...,” 343
“Windows cannot open this file,”
92-94, 344
“You have files waiting to be written
to the CD,” 344-345
Microsoft. See also specific programs
security site, 187
self-interest promoted by, 10
service packs from, 11-13
Windows File Associations Web site,
93, 94
minimizing windows, 34
modems
cable, on networks, 261
changing settings, 225
for faxing, 127
for Internet connection, 144, 146
monitor
cleaning, 242
screen resolution, 208, 212-213
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monitor (continued)
screen savers, 17, 208, 211-212
turning off when not using, 39
Web pages don'’t fit on screen, 161

mouse. See also clicking; double-clicking;

dragging; right-clicking
accessibility options, 228
changing settings for, 225
cleaning, 241-242
troubleshooting, 326
Movie Maker
adding transitions, 319
AutoMovie function, 311, 312
capturing video, 312-315
checking version of, 311
editing movies, 312, 316-319
improvements in version 2, 310-311
saving your edited movie, 319-320
steps for creating movies, 312
storyboard, 317, 319
Timeline, 317-319
updating, 311
movies. See also camcorders; video
buying online, 291-292
editing, 31, 316-319
importing from camcorder, 312-315
saving after editing, 319-320
saving from the Web sites, 158
transitions for clips, 319
moving around. See navigating
moving objects
cutting or copying and pasting, 95-100
files or folders, 72-73
folders to avoid moving, 73
pasting repeatedly, 100
selecting items, 96-97
shortcuts, 94, 95
taskbar, 32
tiling windows, 58-59
window on the desktop, 43, 57
window to the front, 57
moving to a new computer

disposing of the old computer, 357-358

Files and Settings Transfer Wizard for,
347-356
old files won’t open, 356-357

MP3 files, playing, 284
MSN Messenger, 178
music. See also My Music folder;
Windows Media Player
burning CDs, 78, 79
buying online, 291-292
copying CDs to hard disk, 287-289
copying songs to portable player,
290-291
duplicating music CDs, 289-290
finding on your computer, 113
playing CDs, 279-280
playing Internet radio stations, 285
playing music files (MP3 and
WMA), 284
playlists, 276, 285-287
tags for songs, 277
turning off copy protection, 279, 287
My Computer
arranging icons by type and groups, 62
cutting and pasting files, 99
Devices with Removable Storage
area, 63
Files Stored on This Computer area, 63
finding files or folders in, 111
Hard Disk Drives area, 63
icon on Start menu, 28
Icons view, 62
overview, 62
Scanners and Cameras area, 63
My Documents folder
adding to taskbar, 36
finding files or folders in, 111
folder for downloaded items, 159
making private, 253, 269
moving, avoiding, 73
overview, 64
renaming, avoiding, 69
on Start menu, 26, 27
My Music folder
moving, avoiding, 73
overview, 64
renaming, avoiding, 69
on Start menu, 26, 28
My Network Places icon, 28, 66



My Pictures folder
copying photos to CD, 306-307
creating slide shows, 304-305
digital cameras and, 296
moving, avoiding, 73
organizing photos, 300
overview, 64
renaming, avoiding, 69
on Start menu, 26, 27
task pane, 47-48
transferring photos from digital

cameras, 296-299

viewing photo details, 305
viewing photos, 300-303

My Videos folder, 64

o\ o

naming. See also passwords
descriptive filenames, 89
Error Renaming dialog box, 337
file extensions and, 90
files when saving, 89
folders to avoid renaming, 69
origin of Windows name, 10
renaming files and folders, 69
restore points, 326
rules for files and folders, 69
saving files with new name, 89
navigating
drop-down list boxes, 54
scrolling, 46-47, 53, 67
switching windows, 56, 372
Web with Internet Explorer, 148-154
.NET Passport, 178, 246
network adapter or port, 256, 259, 261
Network Setup Wizard, 262-265
networks
buying parts for, 259-260
changing settings, 214
defined, 255, 256
deleting items over, 25
easy method for, 262
finding computers on, 114, 256
finding files, 114

Home versus Professional version
and, 14
installing, 260-261
Internet connection, 144, 261, 262, 263
parts of, 256-257
printing remotely over, 121
security, 271
setting up, 258-265
sharing files and folders, 268-270
sharing printers, 270-272
troubleshooting, 267-268
wired versus wireless, 256, 258
wireless, 255, 265-267
New Connection Wizard, 144-147
“New fax received” message, 339
“New programs installed” message,
30, 340
“New updates are ready to install”
message, 340-341
Next button on dialog boxes, 50
Notepad word processor, 102-103
NTFS file system, 250
number format, changing, 226

o () o

OK button on dialog boxes, 50, 51
Open dialog box, 87-88
opening. See also starting programs
choosing program to open a file, 90-94
disk drive contents in new window, 65
documents, 87-88
by double-clicking objects, 44
file formats and, 87
files or folders from Search
Companion, 112
making windows open to preferred
size, 59
selecting versus, 44
single click versus double click for, 327
“Windows cannot open this file”
message, 92-94, 344
windows from taskbar, 33
operating system, 9
option buttons on dialog boxes, 51-52
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Outlook Express. See also e-mail
Address Book, 165, 174-176
attachments to e-mail, 173
blocked pictures in e-mail, 173
composing and sending e-mail, 168-170
Contacts area, 165
e-mail account setup, 166168
finding e-mail messages, 174
folders, 164-165
icon on Start menu, 27
overview, 163-165
printing Address Book, 123
receiving and reading e-mail, 170-173
requirements for e-mail, 165
security, 176
sending photos, 307
spam, avoiding, 176-177
spell checking e-mail, 170

opPoe

Page Setup dialog box, 116-119
Paint graphics program
cropping photos, 308-309
selecting part of a picture, 97
using, 105
paper for printing, 117, 125
parasites, 195
Passport accounts, 178, 246
Password Reset Disk, 252, 327-329
passwords
AutoComplete settings, 200, 202
changing, 252-253
creating, 18-19, 251-253
forgotten, preventing, 252, 327-328
hints for, 19
removing, 19
tips, 253
pasting, 95-100. See also copying;
moving objects
path, 66
PCs. See computers
performance and maintenance
backing up data, 236-238
checking hard disk for errors, 239

cleaning your computer, 241-242
defragmenting your hard disk, 239-240
freeing hard disk space, 233, 235-236
Performance Options dialog box,
234-235
using Windows Update, 13, 187,
189-190, 376
phone options, 225
Photo Printing Wizard, 309-310
Picture and Fax Viewer, 302-303
pictures. See also My Pictures folder;
scanning
blocked in e-mail, 173
copying to CD, 306-307
creating slide shows, 304-305
cropping with Paint, 308-309
custom, for user account,
18, 250-251, 377
drawing and editing in Paint, 105
e-mailing photos, 307
finding on your computer, 113
fixing rotated photos, 304
paper for printing photos, 126
printing, 309-310
saving from the Web sites, 157-158
selecting in Paint, 97
transferring from cameras, 296-299
viewing photo details, 305
viewing photos, 300-302
playing
CDs, 279-280
DVDs, 281-282
Internet radio stations, 285
music files (MP3 and WMA), 284
videos and TV shows, 283-284
playlists, 276, 285-287
pop-up ads
blocking, 32, 141, 147, 196-197
closing from taskbar, 32
viewing blocked ads, 148
Portrait printing orientation, 118
previewing before printing, 117
Print Preview option, 117
print queue or spooler, 120-121
Print Screen key, 99, 374
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printers
adding, 222-223
fax program listed as, 126, 129
paper for, 117, 125
removing, 223
selecting for print job, 118, 119
settings, 119-120
sharing over network, 270-272
troubleshooting, 125, 332
viewing installed printers, 221-222
printing
adjusting placement on the page,
116-118
adjusting printer settings, 119-120
canceling print jobs, 120-121
e-mail, 172
envelopes, 118
headers and footers, 118, 119
Help system pages, 116
image of desktop, 99
installing new fonts, 123-125
labels, 118, 126
methods for, 115-116
multiple documents, 116
Notepad documents, 103
Outlook Express Address Book, 123
paper for, 117, 125
pictures, 309-310
previewing before, 117
remotely over network, 121
resolution for scanning images, 137
restarting print jobs, 121
scanned images using online
service, 135
sending faxes, 129-131
troubleshooting, 125
Web pages, 121-122
Printing Preferences dialog box, 120
privacy
AutoComplete and, 199-202
blind carbon copy for e-mails, 202
cookies, deleting and blocking, 199
making My Documents folder private,
253, 269
Media Player issues, 281

private files and folders, 19, 253, 269
programs. See also installing programs;
starting programs; specific programs
adding to Start menu left column, 30
anti-spyware, 195
choosing for opening a file, 90-94
deleting from Start menu, 30, 87
downloading, 158-159
finding documents, 113
frozen, 329
installing, 101, 215, 216-217
Limited accounts and, 249
moving folder for, avoiding, 73
“New programs installed” message,
30, 340
plug-ins for Internet Explorer, 154-155
“publisher could not be verified”
message, 341
recently used, on Start menu, 27
repairing or changing, 216
running older programs, 329-330
saving files to CD from, 81
sending faxes from, 129-131
setting access and defaults, 218
stopping firewall from blocking,
188-189
“To help protect your computer...”
message, 342-343
uninstalling, 101, 215-216
virus protection, 187, 190-191
“publisher could not be verified”
message, 341
publishing to Web site
movies saved for, 320
resolution for scanning images, 136
scanned images, 135

ogo

Quick Launch toolbar, 36, 86, 376-377
QuickTime video player, 92, 155, 293
quitting. See closing; logging off
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radio stations, Internet, 285
Rathbone, Andy
Upgrading & Fixing PCs For Dummies,
258, 296, 312
Web site, 147
Windows XP For Dummies, 1-6
Read Only files, 77
reading e-mail, 170-173
RealAudio player, 293
RealPlayer video player, 155, 293
reattaching toolbars, 371-372
receiving faxes, 132
Recycle Bin, 20, 24-25, 233. See also
deleting
recycling computers, 357-358
removing. See deleting
renaming. See naming
repairing programs, 216
replying to e-mail, 172
resetting folder task panes,
49, 64, 373-374
resizing
icons on Start menu, 31
making windows open to preferred
size, 59
paper size for printing, 117
windows, 43, 49, 57-58
resolution
for scanning, 136-137
screen, changing, 208, 212-213
restarting Windows, 38-39
Restore button, 58
restore points
infected, removing, 325
naming, 326
restoring from, 324-326
steps for creating, 230-231
times for creating, 101, 326, 376
restoring
icons to empty desktop, 20, 22, 331
items from Recycle Bin, 25
from restore points, 324-326
Restricted Sites security zone, 192

right-clicking

for cutting or copying and pasting, 96

desktop, 17, 20

for help, 360-361

icons, 20, 65

overview, 44

for searching, 110

taskbar, 34, 35

when in doubt, 375

window buttons on taskbar, 32
ripping CDs to hard disk, 287-289
robots for troubleshooting, 361-362
router, 256, 259-260, 261
Run icon on Start menu, 28
running. See starting programs

oS e

safety. See security
Save Web Page dialog box, 156-157
saving files
backing up data, 236-238
to CD from programs, 81
defined, 88
downloading programs, 158-159
for first time, 89
Internet items, 155-158
movies, 319-320
with new name, 89
overview, 88-89
scanning
adding a scanner, 225-226
resolution for, 136-137
Scanner and Camera Wizard for,
133-136
sending faxes of scanned files, 131
software with scanners and, 132-133
tips, 137

screen resolution, changing, 208, 212-213

screen savers, 17, 208, 211-212
scrolling, 46-47, 53, 67
Search Companion. See also finding
animated character for, 109
finding computers on networks,
114, 256
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finding files or folders, 110-112, 114

finding pictures, music, or video, 113

finding program documents, 113

opening files or folders in, 112

overview, 109

starting, 28, 109, 110

turning off AutoComplete, 201

searching. See finding
security. See also passwords; Security

Center; user accounts

“Access is denied” message, 333-334

“Allow this page to install ActiveX
controls” message, 334

attachments to e-mail and, 173

Blaster worm, dealing with, 323-324

buying from secure Web sites, 197-198

converting to NTFS for, 250

cookies, deleting and blocking, 199

“Did you notice the Information Bar?”
message, 336

“Do you want to run this file?” message,
336-337

firewall, 187, 188-189

in future version of Windows XP, 380

Internet Explorer add-ons and, 191-196

Internet Explorer security zones, 192

Microsoft security site, 187

.NET Passport issues, 246

network, 271

Outlook Express, 176

parasites, 195

pop-up ad blocking, 32, 141, 147,
196-197

privacy, 198-202

removing infected restore points, 325

Service Pack 2 and, 141, 147

spyware, 195

“To help protect your computer...”
message, 342-343

updates, 13, 187, 189-190

virus protection, 187, 190-191

WEP (Wired Equivalent Privacy),
265, 266

“When you send information to the
Internet...” message, 343

Windows Messenger and, 178

Windows Update for patches, 13, 187,
189-190, 376
Security Center
installing virus protection, 187
Internet Options icon, 187
opening, 186
overview, 185-186
System icon, 187
turning on firewall and Automatic
Updates, 187
Windows Firewall icon, 187, 188
selecting. See also switching
active window, 57
all files in folder, 55
check boxes, 54-55
choosing versus, 44
clicking for, 44
drop-down list box items, 54
files or folders, 70
items to cut or copy, 96-97
list box options, 52
multiple list box items, 55
option buttons, 51-52
pictures in Paint, 97
printer for print job, 118, 119
text, 96, 98
Send Fax Wizard, 129-131
sending
e-mail, 168-170, 202
faxes, 129-131
instant messages, 181-183
photos by e-mail, 307
Service Pack 2. See also Security Center
defined, 11
installing, 13
Internet security and, 141, 147
Movie Maker 2 with, 311
pop-up ads and, 32, 141, 147, 148
Security Alert for fax program and, 129
service packs. See also Service Pack 2
defined, 11
determining your computer’s version, 12
further information, 13
illegitimate copies of Windows and, 11
Internet connection and
downloading, 13
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service packs (continued)
Service Pack 1, 11
Windows Update still needed after, 13
Shared Documents folder
moving, avoiding, 73
overview, 63
using, 268, 269, 378
Shared Music folder, 73, 269
Shared Pictures folder, 73, 269
sharing your computer. See user
accounts
Shockwave plug-in (Macromedia), 155
shortcuts (icons)
arrow missing from bottom corner, 95
creating, 94-95
defined, 71, 94
deleting, 71
finding information about, 95
overview, 94
starting programs from, 86
shortcuts, keyboard. See keyboard
shortcuts
Shoutcast Internet radio stations, 285
Show Desktop icon, 377
shutting down Windows
computer keeps shutting down,
323-324
steps for, 38-39
sleep mode, 38
slide shows, creating, 304-305
sliding controls on dialog boxes, 55-56
sorting. See also arranging
files in folders, 75
programs on Start menu
alphabetically, 29
Recycle Bin items, 25
sounds
accessibility options, 227
saving from the Web sites, 158
schemes, 220
speaker settings, 220
volume adjustment, 34, 219, 370
spam, avoiding, 176-177
speaker icon on taskbar, 33
speaker settings, 220

special characters
Character Map for, 54, 103-104
forbidden in file and folder names, 69
keyboard shortcuts for, 104
spell checking e-mail, 170
spyware, 195
SSID (network name), 265
Standard buttons toolbar, 45-46
Standby mode, 38
Start button, 25-26. See also Start menu
Start menu
All Programs button, 86
arranging programs on, 29
creating shortcuts for items, 94
customizing, 30-31
defined, 20
“New programs installed” message,
30, 340
overview, 26-28
sorting programs alphabetically, 29
Start button for, 25-26
starting programs from, 28-29, 85-86
Startup icon on, 26
starting programs. See also opening;
Start menu
automatically when Windows starts, 26
Character Map, 104
from desktop, 20
by double-clicking documents, 29
Fax Configuration Wizard, 128-129
New Connection Wizard, 145
Notepad, 102
older programs, 329-330
overview, 85-87
Search Companion, 28, 109, 110
Security Center, 186
from Start menu, 28-29, 85-86
using Run option, 28
Windows XP, 16-17
WordPad, 101
StartUp folder, 26
storyboard for movie clips, 317, 319
stretched wallpaper, 24, 210
subdirectories. See folders
switch for network, 256, 259-260
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switches (attributes) for files, 77
switching
user accounts, 38, 248-249
between windows, 56, 372
windows using Task Manager, 108
System Properties dialog box
Automatic Updates tab, 190, 233
overview, 232-234
service pack version in, 12
Windows XP version in, 374
System Restore
creating restore points, 230-231, 376
restoring from restore points, 324-326

oJ e

Task Manager, 107-108
task pane of folders, 47-49, 64, 373-374
taskbar
active window on, 32
cascading windows from, 59
customizing, 34-35
defined, 20, 32
disappearing, fixing, 371
locking, 32, 35
messages on, 335, 337, 338, 339,
340-341, 342
moving, 32
opening and closing windows from, 33
overview, 31-32
Quick Launch toolbar on, 36, 86, 376-377
tiling windows from, 58-59
toolbars on, 35-37
temporary files, cleaning up, 233, 235-236
text
saving from the Web sites, 157
selecting, 96, 98
text boxes on dialog boxes, 52
themes, 24, 207, 208-209
“There are unused icons on your
desktop” message, 342
Thumbnail view, 300-302, 304
tiling
wallpaper, 24, 210
windows, 58-59, 372

time or time format, changing, 226
Timeline for movie clips, 317-319
title bar of windows, 43, 57-58
“To help protect your computer...”
message, 342-343
toolbars. See also specific toolbars
displaying on folders, 75
on folders, 49
identifying buttons, 75
Internet Explorer, 150
reattaching, 371-372
on taskbar, 35-37
transitions for movie clips, 319
translating foreign language
Web sites, 160
transparencies, 126
troubleshooting. See also messages
(error and otherwise); performance
and maintenance
administrator required for task,
330, 373
Blaster worm, 323-324
computer keeps shutting down,
323-324
desktop icons vanished, 20, 22, 331
digital camera not recognized, 299
forgotten password, 252, 327-329
frozen computer, 331-332
frozen program, 329
installing drivers, 240-241
Internet connection, 160-161
mouse problems, 326
networks, 267-268
no program opens a file, 92-94
old files won’t open on new computer,
356-357
Print Screen key doesn’t work, 374
printers, 125, 332
reattaching toolbars, 371-372
removing infected restore points, 325
repairing programs, 216
restoring from restore points, 324-326
robots for, 361-362
running older programs, 329-330
scanning, 137
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troubleshooting (continued)
stuck in menus, 330
taskbar disappears, 371
Web pages don'’t fit on screen, 161
Windows Messenger, 178
wrong player opening files, 293
wrong program opens a file, 90-92
Trusted Sites security zone, 192
turning on or off. See also displaying or
viewing
AutoComplete, 199-202
computer, 28, 38-39
confirmation for deleting, 71
copy protection for CDs, 279, 287
firewall, 187
monitors, 39
Search Companion animation, 109
task pane, 48
toolbars on taskbar, 35
Windows Explorer view, 76, 77
TV shows, playing, 283-284

o lf o

undoing, methods for, 99
uninstalling
programs, 101, 215-216
Windows Messenger, 183
Windows XP after upgrading, 386
Windows XP components, 217-218
Unused Desktop Shortcuts folder, 21
updates. See Windows Update
Upgrading & Fixing PCs For Dummies
(Rathbone, Andy), 258, 296, 312
upgrading to Windows XP
checklist for, 381-382
Home versus Professional version, 382
installing the upgrade, 382-385
USB port, 296
Usenet, 153
user accounts
Administrator, 16, 63, 244, 246, 330, 373
changing an account, 247

changing logging on and off for, 247-248

changing passwords for, 252-253

creating, 247
creating passwords for, 18-19, 251-253
customizing pictures for,

18, 250-251, 377
described, 10
Fast User Switching, 247, 248-249
Guest, 16, 244, 245
Internet connection and, 245
Limited, 244, 246, 247, 249
logging off, 38
logging on, 17
missing when first starting Windows, 17
overview, 243-246
Password Reset Disk for, 252, 328-329
removing passwords from, 19
switching, 38, 248-249
using, 17-18

oo

video. See also movies; Windows
Media Player
finding on your computer, 113
playing, 283-284
playlists, 276, 285-287
viewing. See displaying or viewing
virus protection, 187, 190-191. See also
security
volume, changing, 34, 219, 370

o[/ o

wallpaper, changing, 23-24, 207, 210-211
Web sites. See Internet resources;
publishing to Web site
Welcome screen
customizing user account pictures, 18
eliminating after idle time, 17, 369-370
locking your computer, 378
user accounts missing from, 17
user accounts on, 16
WEP (Wired Equivalent Privacy),
265, 266
“When you send information to the
Internet...” message, 343



Winamp MP3 player, 285, 293
windows. See also dialog boxes; folders
active, on taskbar, 32
active, title bar highlighted for, 43
borders, 49
cascading, 59
controlling from taskbar, 32-33
finding on desktop, 107-108
menu bar, 43-45
minimizing all, 34
moving around the desktop, 43
overview, 41-42
programs run in, 20
resizing, 43, 49, 57-58
scrolling, 46-47
setting to open to preferred size, 59
Standard buttons toolbar, 45-46
switching between, 56, 372
task pane of folders, 47-49
themes for, 24, 207, 208-209
tiling, 58-59, 372
title bar, 43, 57-58
Windows named for, 10
“Windows cannot open this file”
message, 92-94, 344
Windows Components Wizard, 127-128
Windows Explorer, 76-77
Windows Firewall
changing settings, 188-189, 214
reverting to original settings, 189
“To help protect your computer...”
message, 342-343
turning on, 187
Windows Media Player
another player opening files, 293
buying music and movies online,
291-292
clearing history, 201
controls, 278-279
copying CDs to hard disk, 287-289
copying songs to portable player,
290-291
duplicating music CDs, 289-290
history kept on Internet Explorer, 153
library creation, 275-276

overview, 275
playing CDs, 279-280
playing DVDs, 281-282
playing Internet radio stations, 285
playing music files (MP3 and
WMA), 284
playing videos and TV shows, 283-284
playlists, 276, 285-287
privacy issues, 281
QuickTime videos and, 92
saving sounds or movies, 158
tags for songs, 277
toolbar on taskbar, 36
turning off copy protection, 279, 287
Windows Messenger
adding e-mail addresses to, 179-181
advantages and disadvantages, 177-178
logging on, 179
MSN Messenger versus, 178
.NET Passport for, 178
security issues, 178
sending and receiving messages,
181-183
troubleshooting, 178
uninstalling, 183
Windows Update
making automatic, 187, 189-190, 376
need for, 13
“New updates are ready to install”
message, 340-341
turning on, 187
Windows XP
activating, 335
adding or removing components,
217-218
checking version of, 374
defined, 9-10
Home versus Professional version,
14, 382
Longhorn version (future), 379-380
returning to older version from, 386
running older programs under, 329-330
starting, 16-17
upgrading to, 381-385
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(Rathbone, Andy)
icons in margins, 6
organization, 3-5
overview, 1-2
using, 1, 2-3, 6

Wired Equivalent Privacy (WEP),

265, 266

wireless networks

defined, 255

laptop connection to, 267
setting up, 265-266

wired networks versus, 256, 258

WMA files

copying to portable player, 290-291
playing, 284
ripping, 287-289

word processors
Notepad, 102-103
printing Web pages from, 121
WordPad, 101-102

WordPad word processor, 101-102

oyo

Yahoo! free e-mail account, 166, 167
“You have files waiting to be written to
the CD” message, 344-345

o/ o

Zip files, 159
zipped folders, 123



