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Note to reader: Bolded page numbers refer to definitions Advanced Dial-Up dialog box, 298, 298
and main discussions of a topic. Jtalicized page numbers Advanced option, Appearance tab, 62-63
refer to illustrations. Advanced Privacy Settings dialog box, 317-318, 318

Align to Grid option, Desktop windows, 35

All Programs menu, 88-93, 92
drag-and-drop functionality, 90, 90-91
folders, merging/rearranging, 91-92

SYTREES

- key Open All Users command, 66-67
closing folder branches, 120 programs
zoom out, 224 deleting, 92-93
* key, opening all folder branches, 120 rearranging, 89-90
. (dot), parent directory, 135 viewing, 95
\ (backslash), root directory, 135 scrolling feature, 89
+key shortcut to, 108
opening folder branches, 124 All Users folder, 45, 108
zoom in, 225 Alt+e, (Internet Explorer-Go back), 312
Alt+-, (Internet Explorer-Go forward), 312
Alt+A, A, (Favorites-accessing), 328
[A Alt+A, (playlists-adding tracks), 281
Alt+C, (Favorites-creating folders), 324
Active Desktop Alt+C, (Favorites-deleting bookmarks), 324
HTML documents, 53-54 Alt+E, 8, (icons-pasting as shortcuts), 112
Lock Active Desktop items command, 55 Alt+Enter, displaying Properties dialog box, 140
multiple images, 52-53 Alt+F, V, (Outlook Express- saving attachments), 261
Web pages, 50-52 Alt+F, W, C, (compressed folders-accessing), 201
window control for, 52 Alt+F, W, F
Add Password dialog box, 201, 201 creating folders, 91, 123
Address bar creating toolbars, 112
accessing, 191 Alt+F4, (closing windows), 39

accessing Control Panel from, 146
accessing Control Panel icons from, 152

Alt+Home, (Internet Explorer- home page), 312
Alt+], A, (Outlook Express- adding attachments), 261
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arranging, 74-75
as IE toolbar, 311, 311
pathnames in, 189, 189-190
Address Book, 358-372, 360, 361
accessing, 360-361
backing up, 369
copying, 369-370
group mailings, 366-368
adding names to groups, 368
creating groups, 367
keyboard shortcut to, 360
multiple addresses in, 364-365
names, 361, 362-366
automatic additions, 362
deleting, 365
individual additions, 363
manual additions, 363, 363
overview of, 358-359
printing addresses, 365-366, 366
printing group of contacts, 370
updating addresses, 364
vCard and, 371-372
Administrative Tools
in Control Panel, 151
list of, 413
Administrator (Owner) account, 10
Adobe's Photoshop Elements, 228
Advanced Attributes dialog box, 194, 194

Alt+M, (Favorites-bookmarking folders), 324
Alt+R, (Favorites-renaming bookmarks), 324
Alt+Spacebar, (Control menu-activating), 39
Alt+Spacebar, M, (moving windows), 39
Alt+Spacebar, N, (minimizing windows), 39
Alt+Spacebar, R, (restoring windows), 39
Alt+Spacebar, X, (maximizing windows), 39

Alt+Tab, (switching between windows or programs), 39

Alt+V, D, (folders-Details view), 123

Alt+V, E, O, (folders-turning list on/off), 124, 158

Alt+V, H, (folders-Thumbnail view), 123
Alt+V, L, (folders-List view), 123
Alt+V, N, (folders-Icons view), 123
Alt+V, S, (folders-Tiles view), 123
AOL, restrictions on attachments, 262
Appearance tab, 62-63
applets, 223
applications
ending, 403
vs. processes, 403-405
Applications tab, Task Manager, 411
Archiving techniques, 192-205
archiving data, 423
compressed folders (“blue”), 193-196
decompressing, 195
limitations of, 196
overview of, 193
procedure for, 194-195
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“Arrange lcons By" submenu-Command Prompt Properlies dialog box

when needed, 195
compressed folders (ZIP files), 196-205
vs. blue compression, 203-205
Compressed Folders utility, 203
compressing files, 199-200
extracting after downloading, 197-199, 198
opening, 201-202
password protecting, 201, 201
program files and, 199
WinZip utility for, 202, 202-203
reasons for archiving, 193
“Arrange Icons By” submenu, 34, 34
arrow indicators, Quick Launch bars, 98, 98
arrow keys, IE scrolling with, 312
ART format, 237
attachments, 352-354
AOL restrictions on opening, 262
e-mailing, 262-263
inability to open, 354
multiple, 353
security and, 263
size limits on, 353
when can't send, 352
when OE splits, 353-354
audio. see Media Player
Audio CD dialog box, 272
audio file formats, 283
audio tracks, copying, 276, 276
Auto Arrange option, Desktop icons, 34
Auto-Disconnect dialog box, Internet connections, 299-300
AutoComplete, Internet Explorer, 319, 319-320, 320
Autohide, Taskbar, 71
AutoPlay, 391-393, 392
disabling, 391-392
setting to open root folder, 392-393
AutoPlay dialog box, 273

back ups
Address Book, 369
CD-Rs/RWs, 217-220
CD-Rvs. CD-RW, 217-218
frequency of, 219
restoring from backup disk, 220
retaining, 219-220
software for, 218-219
e-mail, 347-348
media for, 117
backgrounds, 48-54
HTML documents, 53-55
images, 49-50
multiple images, 52-53
setting as solid color, 48-49
‘Web pages, 50-52
backspace key, folder navigation, 25, 109
Backup Wizard, 218-219, 219
Base Priority, Processes tab, 405
Basic Colors list, 49
Bec (Blind Carbon Copies) field, e-mail, 354-355
Blocked Senders list, e-mail, 349-350

BMP format
ability to compress, 196
converting to, 239
e-mailing images and, 258-259
as graphics format, 237
Paint and, 235
bookmarks. see Favorites
Business Card mode, printing addresses, 365
business cards, electronic, 371-372

@

call waiting, 293-294
cameras. see digital cameras
cascading windows, 36
Category view, Control Panel
reasons for using, 146
switching to/from, 144
CD (change directory) command, DOS, 376
CD-R pop-up bubble, Notification Area, 210
CD R Writing Wizard, 215, 215
CD-Rs/RWs, 206-220
AutoPlay, 392-393
back ups, 217-220
CD-Rvs. CD-RW, 217-218
frequency of, 219
media types, 117
restoring from backup disk, 220
software for, 218-219
storing and keeping, 219-220
CD-R vs. CD-RW, 208, 216-217, 217
CD-Rs, 209-216, 210, 211
adding files to already-burned disk, 214, 214
buying in bulk, 209
capacity of, 209
copying files to, 212-213
data storage, 209-211
“Delete Temporary Files”, 214
determining amount of data written to, 213-214
digital image storage, 250
ejecting without burning, 215
erasing, 215
final burn options, 215-216
music recording, 209, 284-287
types of data on, 212
CD-RWs, 216-217, 286
checking for CD-R drive, 207-208
compression and, 195
Read-Only attribute, 168
CDR (Corel Draw) format, 250
Change Icon button, 33, 33
Change Icon dialog box, 266-267, 267
Choose Picture button, 232
Classic view, Control Panel, 144, 144
Clear List button, 129-130
clock, Notification Area, 77
Color Management tab, 61
color palettes, 48, 49
colors, display options, 61
Colors tab, Command Prompt Properties dialog box, 380
Command Prompt Properties dialog box, 379, 380
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Command Promp! window-Cusfomize Start Menu

Command Prompt window, 375, 375-378
adding color, 380, 380
adjusting size, 378-379, 379
closing programs, 376
error message, 378
full screen view, 379
running older DOS programs, 376-377
running programs, 375-376
Compatibility Tab settings, DOS, 381, 381
Compatibility Wizard, DOS, 382-383
Component Services, System Administration, 413
compress old files, disk cleanup and, 425 using mouse, 157-158
compressed folders (“blue”), 193-196 copying icons, 24
decompressing, 195 copyrights
limitations of, 196 music CDs and, 286
overview of, 193 ‘Web images and, 253
procedure for, 194-195 CPU usage, 405-407, 406
when needed, 195 cropping images, 243-244, 244
compressed folders (ZIP files), 196-205 CSV (Comma Separated Values) format, 369-370
vs. blue compression, 203-205 Ctrl+1, (Media Player-"Full” mode), 271
compressing files, 199-200 Ctrl+2, (Media Player- “Skin” mode), 271
e-mailing, 196 Ctrl+A, (images-viewing in actual size), 225
extracting after downloading, 197-199, 198 Ctrl+Alt, (Control Panel-custom shortcutl), 153-154
opening, 201-202 Ctrl+Alt+Delete, Alt+U, B, (shut down options-stand by), 411
password protecting, 201, 201 Ctrl+Alt+Delete, Alt+U, H, (shut down options-hibernate), 411
program files and, 199 Ctrl+Alt+Delete, Alt+U, L, (shut down options-log off), 411
security and, 175 Ctrl+Alt+Delete, Alt+U, R, (shut down options-restart), 411
WinZip utility for, 202, 202-203 Ctrl+Alt+Delete, Alt+U, S, (shut down options-switch user), 411
ZIP files vs. Zip disks, 197 Ctrl+Alt+Delete, Alt+U, U, (shut down options-turning off), 411
compression Ctrl+Alt+Delete, (Task Manager-accessing), 39, 401
BMP format, 259 Ctrl+D, (Internet Explorer- adding bookmarks), 327

cookies, 315-318
allowing/preventing, 317-318, 318
location of, 316-317
overview of, 315-316

copying files, 157-162, 158
to floppy drive, 160
gathering files for, 161-162
grouping files of same type, 160-161, 161
other methods, 159
into same folder, 160
using keyboard, 158-159
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GIF format, 195, 196
JPEG format, 251, 258
MP3 format, 195, 196
TIFF format, 195, 196
Computer Management window
Disk Management Console, 388, 388
keyboard shortcut to, 415
launching with Manage command, 138
overview of, 413, 415, 415
Connect To menu, Internet connections, 304, 304
contacts, Address Book, 362-366
automatic additions, 362
deleting names, 365
individual additions, 363
manual additions, 363, 363
Content Advisor, Internet Explorer, 318-319
Control Panel, 142-154, 143
accessing, 144-148
from Address bar, 146
Category view, 146
Classic view, 144, 144
from My Computer window, 147-148, 148
from Start panel, 145, 145
creating Control Panel toolbar, 150, 150
shortcuts
creating, 148-149
keyboard shortcuts, 153, 153-154
shortcuts to Control Panel icons, 149-151
creating, 149
keyboard shortcuts, 152
list of popular, 151

Ctrl+E, (graphics-editing images), 225
Ctrl+E, (Media Player-ejecting CDs), 275
Ctrl+Esc, (opens Start button’s shortcut menu), 66
Ctrl+F, (Outlook Express-forwards message), 261
Ctrl+H, (Internet Explorer-History list), 330
Ctrl+1, (Outlook Express-shortcut to Inbox), 338
Ctrl+M, (Media Player-displays Menu bar), 271
Ctrl+N, (Address Book-adding new entry), 364
Ctrl+N, (Outlook Express-new message), 261
Ctrl+O, (Internet Explorer-opens web page), 312
Ctrl+P, (Media Player-pause/play CDs), 275
Ctrl+S, (Media Player-stops CDs), 275
Ctrl+Shift+B, (Address Book-accessing), 360
Ctrl+Shift+V, (Move dialog box), 340
Ctrl+Tab, (window tabs, cycling through), 39
Ctrl+V, (pasting files and folders), 91, 162
Ctrl+W; (closing windows), 39
Ctrl+X, (cutting files and folders), 91, 162
Ctrl+Z, (undo), 91
Custom Colors list, 49
custom toolbars, 110-115, 111, 114

adding, 110-112

as floating palette, 112,112-115

removing, 115
Customize Notifications, 76
Customize Start Menu

Advanced tab, 84

General tab, 81
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daba-disk drives

[)

data
saving, 117-118
types on CD-Rs/RWs, 212
data CD-Rs, 209-211
Data Sources (ODBC), System Administration, 413
Date and Time, Control Panel, 151, 419, 419
decompressing, compressed folders (“blue”), 195
Defragmenter (Defrag), 429
Delete Confirmation Dialog, Recycle Bin, 167
Delete, Organize Favorites dialog box, 324
“Delete Temporary Files”, 214
Deleted Items folder, Outlook Express, 337, 346
Desktop, 28-45, 29. see also Taskbar
All Users folder, 45
backgrounds, 48-54
HTML documents, 53-55
images, 49-50
multiple images, 52-53
solid colors, 48-49
Web pages, 50-52
Change Icon button, 33
components of, 29
computer hierarchy and, 47, 133
custom toolbars, 110-115, 111, 114
adding, 110-112
as floating palette, 112,112-115
removing, 115
Desktop Cleanup Wizard, 40-43, 43
functions of, 41
running manually, 42-43
turning off, 41-42
display options, 58-63
colors, 61
DPI settings, 61-62, 62
Effects button, 60, 60
monitor resolution, 59, 59-60
themes, 61-62
icons, 29-35, 32
AutoArrange, 34
changing appearance, 33
hiding, 34
removing, 31-32
shortcut icons, 30-31
types of, 30
location of, 43-44
programs on, 95
screen savers, 55-58
choosing existing, 56
getting new, 57
locking computer with, 57-58
using sleep feature instead of, 58
starting programs, 106-110
creating shortcuts, 106
duplicating shortcuts for all users, 107-108
moving items from desktop to start menu, 108
Send To submenu, 106, 108-109
shortcuts to disk drives, 107
storing digital images, 250
windows, 35-40
basic arrangements, 35

closing, 40
manipulating, 36-39
tiling, 39, 39-40
Desktop Cleanup Wizard, 40-43, 43
functions of, 41
running manually, 42-43
turning off, 41-42
Desktop Items dialog box, 32
changing appearance of desktop icons, 33
removing desktop icons, 32
Web Tab, 51
Desktop tab, Display Properties dialog box, 32
Desktop wallpaper. see wallpaper
Details panel, task pane, 139, 139
Details view, folders, 123
device drivers, 421-422
Device Manager, 387, 420
accessing, 386-387
checking hardware problems, 15
installing new drivers, 421-422
keyboard shortcut to, 420
troubleshooting system, 419-420
dial up, Internet connections, 301
digital cameras
acquiring images from, 228
printing images from, 246-247
transferring images to computer, 242
digital images, 241-251
converting film negatives to, 246
editing, 243-246
cropping, 243-244, 244
reducing fuzziness, 246
resizing, 244-245, 245
software for, 242
formats
choices, 250
JPEG file saving options, 251
printing, 246-247
resolution, 243
Scanners and Cameras icon, 241
scanning software, 241-242
storing, 249-251
on CD-Rs, 250
on Desktop, 250
My Pictures folder, 249
transferring from to computer, 242
wallpaper, 247-249
working with, 228
dimensions (graphic), DPI settings, 61-62
Disk Cleanup, 423-425, 424
Disk Defragmenter (Defrag), 429
disk drive information, Properties dialog box, 139, 139
disk drives, 384-399. see also Drive C
AutoPlay, 391-393, 392
disabling, 391-392
setting to open root folder, 392-393
Device Manager, 386-387, 387
disk cleanup and, 423-425
Disk Management Console, 387-388
Drive A, 177
Drive B, 177
Drive D
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accessing from My Documents, 394-395
uses of, 188
drive letters
assigning, 186-187
changing, 188, 393-394, 394
floppies
copying files to, 160
not formatting, 393
not using for back ups, 117
maintenance, 396-399
automating, 399

Disk Defragmenter (Defrag), 396-398, 397

ScanDisk, 398-399, 399
My Computer folder, 385, 385-386
partitions, 187-188
removable types
adding to SendTo menu, 390-391, 391
assigning drive letters to, 187
shortcuts to, 107
space
increasing, 423-425
viewing available, 139-140
uses of additional drives, 117
Disk Management Console, 387-388, 388
disk space
increasing, 423-425
viewing available, 139-140
disks, ejecting, 141
Display, Control Panel, 151
display options, 58-63
colors, 61
DPI settings, 61-62, 62
Effects button, 60, 60
monitor resolution, 59, 59-60
themes, 61-62
Display Properties dialog box
Desktop tab, 32
screen resolution options, 59, 59, 59
Screen Saver dialog box, 57
Themes tab, 33
documents. see My Documents
Documents and Settings folder, 44
function of, 179
overview of, 182
as root folder type, 135
DOS boot floppy, 27
DOS (Disk Operating System)
Command Prompt, 375, 375-378
closing programs, 376
error message, 378
running older DOS programs, 376-377
running programs at, 375-376
Command Prompt appearance, 378-380
adding color, 380, 380
adjusting size, 378-379, 379
full screen view, 379
compatibility issues
Compatibility Tab settings, 381, 381
Compatibility Wizard, 382-383
keyboard shortcuts, 377
DOS mode, start up options, 26-27
DOS-safe names, 165-166

dots per inch (dpi), 244
Down arrow key, Folder list navigation, 124
downloaded program files, disk cleanup and, 425
downloads
compressed folders (ZIP files) and, 197-199
creating folder for, 121-123
MPS3 files, 290
dpi (dots per inch), 244
DPI settings, Desktop dimensions, 61-62
Drafts folder, Outlook Express, 337, 347
drag-and-drop
adding programs to Quick Launch bar, 95
copying files by, 157
creating shortcut icons, 30-31
enabling on All Programs menu, 90-91
Drive A, 177
Drive B, 177
Drive C, 176-191. see also disk drives
files systems, 183-185
converting to NTFS, 184-185
FAT vs. NTFS, 183
naming drives, 177-178
pathnames, 188-191, 189
reformatting, 186-187
root folders, 179-182, 180
Documents and Settings folder, 182
not deleting information in, 179
other folders in, 182
Program Files folder, 181-182
Windows folder, 181
viewing, 179, 179
Windows XP, when not located on, 177
Drive D
accessing from My Documents, 394-395
uses of, 188
drive letters
assigning, 186-187
changing, 393-394, 394
drivers, installing new, 421-422, 422
drives. see disk drives
DriveSpace technology, 194
DVD-RAM drives, 206-207. see also CD-Rs/RWs

[2

e-mail, 336-357. see also Address Book

attachments, 352-354

inability to open, 354

multiple, 353

size limits, 353

when can't send, 352

when OE splits, 353-354
Bec field, 354-355
folders and compressed folders and, 196
forwarding, 261, 261-262, 356-357
HTML format and, 355-356, 356
keyboard shortcuts, 338, 340
managing, 337-348

back ups, 347-348

Deleted Items folder, 346

Drafts folder, 347
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e-mail, graphics and-Floaling palelles

folders, 340-341
Inbox folder, 339
Message Rules, 341-345, 342, 343, 345
OE screen areas, 338, 338-339, 339
Move dialog box, 339-340, 340
spam, 348-351
Blocked Senders list, 349-350
guidelines for privacy, 349
Mail Rules and, 350-351, 351
e-mail, graphics and, 256-263
attachments, 262-263
formats, 258-259, 262
forwarding, 261, 261-262
overview of, 256-257
photographs, 236
from Web pages, 259-260, 260
e-mail options, removing from Start panel, 80-81
e-mail programs, 337
Edit command, DOS, 376-377
Edit Location dialog box, 294, 294
editing digital images, 243-246
cropping, 243-244, 244
reducing fuzziness, 246
resizing, 244-245, 245
Effects button, 60
encryption, 170-171, 171
End key, Internet Explorer, 312
End Process button, Task Manager, 406, 407
End Task button, Task Manager, 403, 407
End User License Agreement (EULA), 191
Enter key, opening selected folders, 112
error logs, 416-418, 417,418
Esc key
DOS, erases command line, 377
Internet Explorer, stop, 312
EULA.TXT (End User License Agreement), 191
event logs, 416, 416-418
Event Viewer
eventlogs in, 416-418
overview of, 413
Excel, acquiring images from scanners/cameras, 228
Explore commands, 65-66, 138
Extraction Wizard, 197-199, 198

F

F2 key

renaming Favorites, 324

renaming files, 164

renaming folders, 91

renaming icons, 112
F3 key, (DOS-repeats last command), 377
F4,\, Enter, (root folder-displaying), 136
F4 key, (Address bar list), 47
F5 key, (Internet Explorer-refreshing), 312
F8 key

Media Player-mute button, 275

Windows Advanced Options Menu, 14, 15
F9 key, (Media Player- lowering volume), 275
F10 key, (Media Player-increasing volume), 275

F11 key
Image Preview-starting slide shows, 225
Internet Explorer, switching to/from full screen, 313
Fade effect, 60
FAT (File Access Table), 183
Favorites, 322-328
adding bookmarks to folders, 327, 327-328
changing order of folders in, 328
deleting unneeded, 325
History list and, 323
location of Favorites menu, 327
Organize Favorites dialog box, 324
organizing, 324, 324-326, 326
removing from Start panel, 323
renaming, 325
File Access Table (FAT), 183
file extensions, limitations on renaming, 165, 165
file information, Properties dialog box, 139, 139
files, 156-175
copying, 157-162
to CD-Rs/RWs, 212-213
to floppy drive, 160
groups of same type, 160-161, 161
other methods, 159
into same folder, 160
selecting files for, 161-162
using keyboard, 158-159
using mouse, 157-158
inability to change icon of, 265
moving, 162-163
naming, 163-166
DOS-safe names, 165-166
file extensions, 165, 165
groups of files, 164-165
programs and, 164
rules for, 163-164
Properties dialog box, 169
protecting, 168-175
compressed folders and, 175
encryption, 170-171, 171
passwords, 169-170
Read-Only attribute, 168-169
Windows XP security and, 172-175
Recycle Bin, 166-168
bypassing, 168
Delete Confirmation Dialog, 167
emptying, 166-167
rescuing deleted files, 166
selecting, 159
files systems, 183-185
converting to NTFS, 184-185
FAT vs. NTES, 183
film negatives, converting to pictures, 246
Filmstrip
keyboard shortcuts for, 232
viewing images with, 230
filters, e-mail, 341, 350-351
final burn options, CD-Rs/RWs, 215-216
firewalls, 309
floating palettes
converting toolbars to, 75
custom toolbars as, 112, 112-115
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Ploppy drive/disks-icons

floppy drive/disks formats, 235-239
copying files to, 160 conversion of, 237-239
disk won't format, 393 saving images, 235
Drive A and B, 177 sharing images, 236
not using for back up, 117 types of, 236-237, 239, 250-251
folder information, Properties dialog box, 139, 139 Microsoft Photo Editor and, 226-228, 227
Folder Options, Control Panel, 151 opening images in graphics applications, 233-234
folders Paint, 223, 223-224
changing icons, 267 creating images, 223-224
creating, 123 origins of, 224
Desktop as, 44-45 Photo Printing Wizard, 234-235
e-mailing, 196 scanners/digital cameras, acquiring images from, 228
image viewing techniques, 232 viewing images, 228-232
keyboard shortcuts for, 93 Desktop wallpaper, 231
manipulating Folder List, 124 Filmstrips, 230, 230
navigating folders, Choose Picture button, 232
Go up button, 25 Image Preview window, 228
Up button, 109 screen savers, 230-232, 231
password protection, 172, 175,175 slideshows, 229-230
Quick Launch bars as, 99-100 Thumbnail view, 228
switching views, 123 Web, 253-256
Folders List formats, 256
manipulating, 124 Image Toolbar, 253-254
turning off, 158 Image Toolbar, acquiring images with, 253, 253
Forgotten Password Wizard, 5 Image Toolbar, turning off, 254
formats pop-up menu, acquiring images with, 254, 254
Address Book, 369 saving images, 255, 255
audio files, 283 Windows Picture and Fax Viewer, 225, 225
conversion of, 259 group mailings, 366-368
e-mail, 258-259, 262 adding names to groups, 368
graphics, 235-239 creating groups, 367
conversion of, 237-239 Guest account, 10

saving images, 235
sharing images, 236

types of, 236-237, 239, 250-251 H
Web images, 256
Forward button, Outlook Express, 260 hard drives. see also disk drives
forwarding email logical, 188
graphic images, 261, 261-262 System Administration and, 423
overview of, 356-357 hardware problems, 15

Hibernate option, 411
History list, 330, 330-332

@ accessing, 330
disabling, 332

GIF animation, 49-50 Favorites and, 323
GIF format keyboard shortcuts to, 330
compression and, 195, 196 removing items from, 331-332
e-mailing images and, 258 Home key, Internet Explorer, 312
graphics formats and, 236 home pages, 314-315, 315
inability to open, 262 HTML documents, using as Desktop background, 53-55
‘Web images and, 256 HTML format
when to use, 250 e-mail and, 355-356, 356
Go up button, folder hierarchy, 25 Web pages and, 334

GoBack, Roxio, 218
GraphicConverter, 237

graphics, 222-239 D
e-mailing, 256-263
attachments, 262-263 IconCool, 269, 269
formats, 258-259, 262 icons
forwarding, 261, 261-262 Control Panel
overview of, 256-257 list of popular, 151
photographs, 236 shortcuts to, 149

from Web pages, 259-260, 260
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lcons view, Polders-dPG Piles

copying and pasting, 24
customizing, 268-269
Desktop, 29-35, 32
Auto Arrange option, 34
changing appearance of, 33
hiding, 34
removing, 31-32
shortcut icons, 30-31
types of, 30
file icons, inability to change, 265
folder icons, changing, 267
location of icon files, 267
Quick Launch
removing unneeded, 96-97
size options, 98, 98
shortcut icons, changing, 265-267, 266
Icons view, folders, 123
IE. see Internet Explorer
image editing software, 242
Image Preview, 225
functions of, 225
viewing images with, 228
Image Toolbar
acquiring images from Web, 253
turning off, 254
image viewing techniques, 228-232
Desktop wallpaper, 231
Filmstrip, 230, 230
folders, Choose Picture button, 232
Image Preview window, 228
screen saver, 230-232, 231
slideshow, 229-230
Thumbnail view, 228
images. see also graphics
storing in My Pictures, 120
using as Desktop background, 49-50
Inbox, Outlook Express, 337-339, 341
IntelliMouse, 313
Internet
accessing information about music CDs, 277
Media Player and, 289-290
Internet Connection icon, Notification Area, 20
Internet Connection Settings dialog box, 298-299, 299
Internet Connection Sharing, 305-309
accessing Internet via, 307-309
setting up, 305-306, 306
Internet connections, 292-309
Advanced Dial-Up dialog box, 298, 298
automatic dial up, preventing, 301
automatic disconnection, 298-299, 299
background programs and, 300
Connect To menu, 304, 304
Edit Location dialog box, 294, 294
firewalls and, 309
multiple, 301-304
adding connections, 303, 303
selecting default connection, 303
selecting ISPs, 304
viewing connection information, 301-302, 302
New Connection Wizard, 303, 303
problems
connection won't drop, 299-300

disconnects after 15 minutes, 297
drops randomly, 293-296
Properties dialog box, 307
sharing, 305-309
accessing Internet, 307-309
setting up, 305-306, 306
speed of, 296-297, 297
Internet Explorer (IE), 310-335, 311, 313
acquiring images from Web, 253
AutoComplete, 319, 319-320, 320
Content Advisor, 318-319
cookies, 315-318
allowing/preventing, 317-318, 318
location of, 316-317
overview of, 315-316
Favorites, 322-328
adding to folders, 327, 327-328
changing order of folders in, 328
deleting unneeded, 325
History list and, 323
organizing, 324, 324-326, 326
removing from Start panel, 323
renaming, 325
History list, 330, 330-332
home page, 314-315, 315
Links folder, 329, 329
Media button, 290
searches, 332-333
temporary Internet files, 321-322
toolbars, 311-313
moving, 311-312
showing/hiding, 312-313
as Web browser, 252
‘Web pages, saving to disk, 334-335
Internet Explorer Wallpaper, 49-50
Internet graphics, 253-256
formats, 256
Image Toolbar
acquiring images with, 253
turning off, 254
pop-up menu, acquiring images with, 254
saving images, 255
Internet options
AutoComplete feature, 319-320
Control Panel and, 151
removing from Start panel, 80-81
Internet Options dialog box, 319-320
ISPs
limiting online connection time, 296
multiple connections, 301-304
adding/setting default, 303
selecting, 304

J)

JPEG format
e-mailing images and, 258
graphics formats and, 236
popularity of, 256
when to use, 250

JPG files, 195, 196
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438

keyboard shorfcals-MSCONFIG

X

keyboard shortcuts

Address bar, 191

Address Book, 364

Computer Management, 415

Control Panel, 153, 153-154

Control Panel icons, 152

desktop, 47

Device Manager, 420

DOS, 377

e-mail, 338, 340

Favorites, 324, 328

files
copying, 158-159
searching for, 105
selecting, 159

folders
compressing, 201
creating, 123

manipulating Folder List, 124, 158

navigating, 25, 109
working with, 93
graphics files, 232
History list, 330
Image Preview, 225
Internet Explorer, 312
Media Player, 271, 275, 281
My Computer, 137
My Documents, 119
Organize Favorites dialog box, 324
Outlook Express, 261
programs, starting, 80
Properties dialog box, 140
Recent Documents, 85
root folder, 136
shut down, 411
start up, 66
User accounts, 6
Word, 80

[k

language bar, 74
Last Known Good Configuration, 15
Left arrow, navigating images, 225

Links, Internet Explorer, 311, 311, 329, 329

links vs. menus, Start panel, 85-86

List My Recently Opened Documents, 82-85

List view, folders, 123
Local Security Policy, 413, 423

Lock Active Desktop items command, 55

locking computer, 6-8
after period of inactivity, 8
with screen savers, 57-58
Win+L, 6-7

locking Taskbar, 68, 68-69

Log off option, 411

logical hard drives, 188

logon options
serious option, 9-10
Welcome screen, 3

M

Mail Rules, 350-351
maintenance, disk drives, 396-399
automating, 399
Disk Defragmenter, 396-398, 397
ScanDisk, 398-399, 399
Manage command, 138
Media Library, 277
accessing playlists from, 279
adding music from Internet to, 290
Media Player, 270-290, 272
accessing Internet information about music CDs, 277
AutoPlay, disabling/enabling, 272-273, 273
copying tracks, 275-278, 278
Internet and, 289-290
keyboard shortcuts, 271
music CDs, 274, 284-289
CD-Rs, 284-287, 285, 286
CD-RWs, 286
WAV files, 287, 287-289
My Music folder and, 120, 284
overview of, 271-272
playlists, 279, 279-284
adding tracks to, 281
adding WAV files, 282, 282-284
creating, 280-281
overview of, 279-280
vs. Real Audio, 278
selecting tracks, 274
Memo mode, printing addresses, 365
Menu bar, Internet Explorer, 311, 311
menus vs. links, Start panel, 85-86
Message Rules, 341-345, 342, 343, 345
creating, 341-344
viewing/deleting, 345
MHT format, Web archives, 334
Microsoft Photo Editor, 226-227, 227
acquiring images, 228
compression options, 251
features of, 227
graphics formats supported, 226
resizing images, 245
MIDI files, 283
modems
overheating, 296
speed of, 296
monitor resolution, 59, 59-60. see also Display options
monitor sleeping options, 58, 58
mouse
copying files with, 157-158
file selection with, 159
Move dialog box, e-mail, 339-340, 340
Move mode, windows, 37
MPS3 files
as audio format, 283
compression and, 195, 196
downloading, 290
MPEG files, 195
MS-DOS, 374. see also DOS (Disk Operating System)
MSCONFIG, 20
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music (Ds-partitions

music CDs, 284-289 New Connection Wizard, 303, 303
automatic play, disabling, 273 noise, Internet connections and, 293
CD-Rs Normal Mode vs. Safe Mode, 18

copying music from hard drive, 284-286, 285, 286 Norton Ghost, 218

inability to add music to, 287 Norton Internet Security, 309
CD-RWs, 286 Norton Personal Firewall, 309
copying tracks, 275-278, 278 Norton Utilities, 398, 429
copyrights and, 286 Norton Wipelnfo utility, 168
creating, 209 Notification Area, 19-22
selecting tracks, 274, 274 CD-R pop-up bubble, 210
WAV files, 287, 287-289 Customize Notifications, 76

music, storing, 120 disabling icons in, 21-22

My Computer, 132-141 getting rid of, 76, 76-77
accessing, 137 icons in, 20
accessing Control Panel from, 147-148, 148 location on Taskbar, 65
disk drives overview of, 19-20

list of, 385 removing clock, 77

naming, 177-178 NTFS (Windows NT File System)
space on, 139-140 converting to, 184-185
viewing, 385-386 overview of, 183

disks, ejecting, 141
opening Drive C from, 179

parent and root folders and, 133, 135-136 @
showing Control Panel in, 147-148
useful commands, 138, 138 OE. see Outlook Express
window contents, 134, 134 offline web pages, 425
My Documents Open All Users command, 66-67
accessing, 118-120, 120 Open commands, 65-66
content, 120-124 Open or Save As dialog boxes, 119-120
custom folders, 121-123, 122 Open With dialog box, 234, 234
default folders, 120-121 Organize Favorites dialog box, 324, 324-327
folder trees, 123-124, 124 Outbox folder, Outlook Express, 337
junk folder, 123 Outlook Express. see also Address Book
location of, 125 back ups, 347-348
My Recent Documents, 128-131 Deleted Items folder, 346
cleaning list, 129-130 Drafts folder, 347
location of, 129, 131,131 as e-mail program, 252
saving data and, 117-118 folders
Shared Documents folder, 126-127, 127 creating, 340-341
My Music, 120, 284 moving mail from Inbox to, 341
My Pictures Forward button, 260
My Documents and, 120 Inbox folder, 339
saving images in, 249, 255 keyboard shortcuts, 261
Slideshow and, 231 mailboxes, 337
My Recent Documents, 128-131 screen areas, 338, 338-339
cleaning list, 129-130 splitting attachments, 353-354

location of, 129, 131, 131

0 B

page files, 407

naming drives, 177-178 Paint, 223, 223-224
naming/renaming files, 163-166 acquiring images, 228
DOS-safe names, 165-166 BMP files and, 235
file extensions, 165, 165 creating graphics, 223-224
groups of files, 164-165 origins of, 224
programs and, 164 using images as icons, 268, 268-269
rules for, 163-164 Paint Shop Pro, JASC, 228
Netscape Navigator, 315 parent folders, 133
Network Connections partitions, 187-188

connection sharing, 305-308, 308
Control Panel and, 151
preventing autodialing, 301
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passwords
compressed folders (ZIP files) and, 201, 201
Content Advisor and, 318
creating, 4, 4-6
file protection and, 169-170
folders and, 175
guidelines for choosing, 4
removing, 6
when forgotten, 5
pasting icons, 24
pathnames, 188-191, 189
accessing, 190-191
syntax of, 133
viewing, 189-190
PC Paintbrush, 224, 224
PCX format, 224
Performance tab, Task Manager, 406, 406
Performance window, System Administration, 413
Phone List mode, printing addresses, 365
Photo Album folders, 230
photo-editing software, 228, 242
Photo Editor. see Microsoft Photo Editor
Photo Printing Wizard, 234-235
Picture and Fax Viewer, 225, 225
Pictures, 230
Pin to Start menu, 83, 106
playlists, Media Player, 279, 279-284
adding tracks, 281
adding WAV files, 282, 282-284
creating, 280-281
defined, 279
overview of, 279-280
PNG format
e-mailing images and, 258
graphics formats and, 236
Web images and, 256
Power Options Properties dialog box, 58, 58
PPS (PowerPoint Slideshow) format, 239
Printers and Faxes, Control Panel, 151
printing
addresses, 365-366, 366
digital images, 246-247
group of contacts, 370
Process tab, Task Manager, 410
processes vs. applications, 403-405, 404
PROGMAN.EXE, 104-105
Program Files folder
compressed folders (ZIP files) and, 199
function of, 180
overview of, 181-182
as root folder type, 135
programs. see also All Programs menu
command names for executing, 82
keyboard shortcuts, 80
moving icons from desktop to start menu, 108
naming/renaming, 164
not installing on CD-Rs/RWs, 212
organizing, 89-90
searching for, 103-105, 104
shortcuts, 95
creating, 106
to disk drives, 107
duplicating for all users, 107-108

starting from Desktop, 106-109
starting from Send To submenu, 106, 108-109
starting with Run dialog box, 80
Properties command, 138
Properties dialog box
CD-Rs/RWs, 208, 208
file, folder, or drive information in, 139, 139
files, 169
Internet connections, 307
shortcut icons, 265-266, 266
Windows images, 229
PSD (Photoshop) format, 228, 250

)

Quick Launch bar, 94-115, 96
accessing, 96
arranging, 74-75
arrow indicators, 98, 98
functions of, 95
icon size options, 98, 98
programs on, 95
removing descriptive text, 99
removing unneeded icons, 96-97
selecting programs for, 97
starting programs with, 89
viewing as folder, 99-100

R

Read-Only attribute, 168-169
Real Audio, 278
Recent Documents submenu, 85
Recycle Bin, 166-168
bypassing, 168
Delete Confirmation Dialog and, 167
disk cleanup and, 425
emptying, 166-167
rescuing deleted files, 166
Recycle Bin Properties dialog box, 167
reformatting, Drive C, 186-187
removable disk drives
adding to SendTo menu, 391
assigning drive letters to, 187
removable storage devices, 217, 217
Rename command, 164
resizing images, 244-245, 245
resizing windows, 37
resolution
digital images, 243
monitor resolution, 59, 59
Restart option, 411
Right arrow key, navigating images, 225
root folders, 179-182, 180
Documents and Settings folder, 182
list of, 135
My Computer and, 133
not deleting information on, 179
Program Files folder, 181-182
visiting, 135-136
Windows folder, 181
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Roxio, GoBack-starling prograrns

Roxio, GoBack, 218
Run dialog box
accessing, 18
starting programs with, 80

€

Safe Mode, 13-15
accessing, 18
changing back to Normal Mode, 18
overview of, 13
starting in, 14-15
Save As dialog boxes
accessing My Documents folder, 119-120
graphics formats, 237-238, 238
naming files and, 164
Save Picture dialog box, 253-255, 255
scanners, 228
Scanners and Cameras icon, 241
scanning images, 243
scanning software, 241-242
Scheduled Tasks window, 41-42, 42, 428
screen resolution options. see Display options
Screen Saver dialog box, 57
Screen Saver files, 56
screen savers, 55-58
choosing from existing, 56
getting new, 57
locking computer with, 8, 8, 57-58
vs. sleep feature, 58
viewing images with, 230-232
scrolling feature, All Programs menu, 89
Search button, Internet Explorer, 332
search engines, 333
Search window, 103-104, 104
security
attachments and, 263
compressed folders and, 175
Local Security Policy, 413, 423
logon and, 10
Norton Internet Security, 309
Windows XP security, 172-175
Security dialog box, 170
Selective Startup, 19
self-extracting archives, 199
SendTo folder, 109
SendTo menu
adding removable drives to, 390-391
staring programs from, 106, 106, 108-109
Sent Items, Outlook Express, 337
Services, System Administration, 413
Shared Documents folder, 126-127, 127
Shared Music folder, 284
sharing images, 236
sharing, Internet connections. see Internet Connection Sharing
Shift+Delete key, (deleting files), 168
shortcut icons, 30-31, 265-267, 266
Show/Hide button, Notification Area, 76, 76
Shut Down menu, 411
shutdown options, Task Manager, 411
sleep feature, 58

slideshow, 229-230
sound files, 283-284
Sound Recorder, 288, 288-289
sounds. see Media Player
Sounds and Audio Devices, Control Panel, 151
spam, 348-351
Blocked Senders list, 349-350
guidelines for privacy, 349
Mail Rules and, 350-351, 351
Standard Buttons bar, Internet Explorer, 311, 311
Standby option, 411
Start button, Taskbar, 65-68, 66
location of, 65
Open All Users command, 66-67
Open and Explore commands, 65-66
Start menu, 22-25
automatic startup, disabling programs, 25
automatic startup, selecting programs, 22-24
Control Panel, 151
locating programs on, 25
Run Dialog box, 18
Start panel, 78-93, 79
accessing Control Panel from, 145, 145
All Programs menu, 88-93, 92
deleting programs/menus, 92-93
drag-and-drop feature, 90, 90-91
merging/rearranging folders, 91-92
rearranging programs, 89-90
scrolling feature, 89
author’s recommended options, 86, 86
features, 79
modifying, 81, 81-88
highlighting new programs, 87
links vs. menus, 85-86
pinning programs to Start menu, 83, 83
removing e-mail and Internet options, 80-81
removing recently used programs list, 82-85
using Windows 98 Start menu, 87-88, 88
opening with Win key, 66
removing Favorites from, 323
using Desktop instead of, 106
start up options, 12-27
DOS mode, 26-27
Last Known Good Configuration, 15
Notification Area
disabling icons, 19-22, 21-22
icons in, 20
overview of, 19-20
Safe Mode, 13-15
overview of, 13
starting in, 14-15
Start menu, 22-25
automatic startup, disabling programs, 25
automatic startup, selecting programs, 22-24
locating programs on, 25
Startup and Recovery dialog box and, 16
Startup Tab, 20-21, 21
System Configuration Utility, 17-19
accessing, 17
Safe Mode vs. Normal Mode, 18
Selective Startup, 19
starting programs, 103

Ly
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Starlup and Recovery dialog box-TXT formal

Startup and Recovery dialog box, 16, 16
Startup Tab, 20-21, 21
Status bar, Internet Explorer, 311, 311
subfolders, 133
Switch User option, 7-8, 411
System Administration, 387, 412-429
Administrative Tools, 413
Computer Management window, 415, 415
Device Manager, 419-420, 420
disk space, 423-425
drivers, installing new, 421-422, 422
error logs, 416-418, 417,418
Local Security Policy, 423
Task Scheduler, 426, 426-429
automating tasks with, 427
location of, 426
testing, 428-429
System Configuration Utility, 17, 17-19
accessing, 17
Safe Mode vs. Normal Mode, 18
Selective Startup, 19
Startup Tab, 20-21, 21
System, Control Panel, 151
System dialog box, 152
System Log, 417
System Properties dialog box, 138
System Restore, 220
System Tray. see Notification Area
SYSTEM32.dll, icon file, 267

i

Tab key, (DOS-recalling pathname), 377
Task Manager, 38, 400-411, 401
accessing, 401
appearance of, 411
applications, ending, 403
Applications tab, 411
applications vs. processes, 403-405, 404
automating tasks, 399
CPU usage, 405-407, 406
End Task vs. End Process, 407
hiding, 407
other users, 408-411
logging off, 410-411
sending messages, 408-409, 409
viewing logged in, 408, 408
viewing/manipulating processes, 410
priority options, 405
Process tab, 410
shutdown options, 411
Users tab, 408
task pane, Details panel, 139, 139
Task Scheduler, 426, 426-429
automating tasks, 427
location of, 426
testing, 428-429

Taskbar, 36, 64-77, 65
Control Panel and, 151
hiding, 71-72
locked vs. unlocked, 68, 68-69
moving, 69-71, 70
Notification Area, 76-77
Customize Notifications, 76
hiding, 76, 76-77
removing clock, 77
Start button, 65-68, 66
Open All Users command, 66-67
Open and Explore commands, 65-66
toolbars, 72-75, 74
arranging, 74-75
deleting, 72-73
language bar, 74
revealing names of, 73
toolbars submenu, 73
triplex Taskbar, 75

Taskbar and Start Menu Properties dialog box, 71

TCP/IP setting, Internet connections, 308

telephone lines, Internet connections and, 293, 296

temporary files, 425
temporary Internet files, 321-322, 425
themes
display options, 61-62
icon options, 267
Themes tab, Display Properties dialog box, 33
Thumbnail view
folders, 123
keyboard shortcuts for selecting, 232
viewing images with, 228
TIFF format
compression and, 195, 196
e-mailing images and, 258-259
when to use, 250
Tiles view, 123, 232
tiling windows, 36, 39-40
Time service, 417
toolbars, 72-75, 74
arranging, 74-75
Control Panel toolbar, creating, 150, 150
converting to floating palettes, 75
custom toolbars, 110-115, 111, 114
adding, 110-112
as floating palette, 112,112-115
removing, 115
deleting, 72-73
Internet Explorer, 311-313
moving, 311-312
showing/hiding, 312-313
language bar, 74
revealing names, 73
toolbars submenu, 73
triplex Taskbar, 75
Turn off option, 411
TXT format, 334
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Up arrow key, folder navigation-ZIP Piles

U

Up arrow key, folder navigation, 124
Up button, folder navigation, 109
Update utility, 57

Use Large Icons setting, 60

User Accounts, Control Panel, 151
User accounts, requirements, 10-11
Users tab, Task Manager, 408, 408

v

vCard, 371-372

video. see Media Player

viruses, cookies and, 316

Volume control icon, Notification Area, 20

W]

WAB (Windows Address Book) file format, 369
wallpaper
Internet Explorer wallpaper, 49-50
making from digital images, 247-249
viewing images as, 231
WAV format
as audio format, 283
playlists and, 282-284
upgrading to 16-Bit 44 Hz, 287-289
web cache, 321
Web graphics
acquiring images, 2564
Image Toolbar, 253, 253-254
saving images, 2565
Web pages
e-mailing address vs. full page, 335
e-mailing images from, 259-260, 260
saving to disk, 334-335
using as Desktop background, 50-52
Web Tab, Desktop Items dialog box, 51
Welcome screen, 3,3
Win, (opens Start panel), 66
Win+Break, (accessing System dialog box), 152
Win+Break, right-arrow, right-arrow, Alt+D, (accessing Device
Manager), 420
Win+D, (accessing desktop), 47
Win+D, Home, Enter, (accessing My Documents), 119
windows, 35-40
basic features, 35
closing, 40
manipulating, 36-39
tiling, 39, 39-40
Windows 98, Start menu, 87-88

Windows Address Book (WAB) file format, 369
‘Windows Advanced Options Menu
displaying with F8 key, 14, 15
Last Known Good Configuration, 15
Safe Mode, 13-15
accessing, 18
changing back to Normal Mode, 18
overview of, 13
starting in, 14-15
Windows Explorer
editing Start menu from, 22-23
launching with Explore command, 138
window, 23
‘Windows folder
overview of, 180-181
as root folder type, 135
‘Windows Layout Properties, 338, 339
windows manipulation commands, 39
Windows Media Player. see Media Player
‘Windows Picture and Fax Viewer, 225, 225
Windows/System32 folder, Screen Saver files, 56, 56
Windows Time service, 417
‘Windows Update utility, 57
Windows XP security, 172-175
format hard drive as NTES, 172
password protect accounts, 172
password protecting folders, 172-174
Win+E, (My Computer-accessing), 137
Win+E, (Windows Explorer-accessing), 6
Win+F, (searches), 103, 105
Win+L, (locking computer), 6
Win+M, (minimizing windows), 39
Win+R, (accessing Run Dialog box), 18
Win+R, compmgmt.msc, Enter, (Computer Management-
accessing), 415
Win+R, WINWORD, Enter, (Word-accessing), 80
Win+Shift+M, (restoring windows), 39
WinRAR, 202-203
WinZip utility, 202, 202-203
Word
acquiring images from scanners/cameras, 228
shortcut to, 80

2

Zip disks
adding icon to SendTo menu, 390-391
AutoPlay
disabling, 391-392
opening root folder, 392-393
as back up media, 117
installing programs on, 212
ZIP files. see compressed folders (ZIP files)
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