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- Part 1
Task 1 Starting Up and Logging In

hen Windows XP is installed, it requires that an account be set up for at

least one user. If you are using Windows XP Home Edition, and you only
set up one account without a password, when you turn on your computer, you are
taken directly to the desktop. If you are using Windows XP Professional or
Windows XP Home and have a password, when you turn on the computer, you
are taken to the login screen where the user account can be selected. You can
create an account for each person that will be using the computer, or you can
create multiple accounts for yourself. Additionally, each of these profiles can be
customized.

"To use the login screen, do the following steps:

1. Turn on your computer, if it isn’t on already. The computer runs
through its startup procedures. If your computer only has one user
account and that account does not have a password, you may be taken
directly to the Windows XP desktop. If this is not the case, continue
with the following steps.

2. A welcome screen, as shown in Figure 1-1, appears. Your screen will
have different usernames than in Figure 1-1. Additionally, your
screen may have a different number of user account icons and names.

ncdows

To begin, click your user name

[®) Turn off computer

Figure 1-1: The Windows XP Welcome screen.

3. On this screen select your account by clicking the appropriate square
graphics (icon) or username.

4. If you don’t have a password on your account, you are taken to the
desktop. If the user profile you selected has a password associated
with it, an entry box appears (see Figure 1-2). In this case, click the

.
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entry box and type your password into it. Your password is case- Task
sensitive.

Figure 1-2: The password prompt.

5. If you have forgotten your password, select the Help icon for a hint.
The password hint appears (see Figure 1-3).

The arrow icon

‘1) Password Hint:

This is & hint 50 youll remember what your password is!

Figure 1-3: The password hint.

6. After typing in your password, click the arrow icon or press Enter on
your keyboard.

7. Ifyou entered the password correctly, you are taken to the desktop. If
you entered the password incorrectly, a help message appears next to
the entry box, as shown in Figure 1-4.

_ ‘ -‘
= Py
Windows ™ | " [EEEpEEE 5|7
LCEEL WREIES TR @ oid you forget your password?

You can click the "?" button to se your password hink.

Flease bype your password again.
B sure to use the correct uppercase and lowercase letters.

[®] Turn off computer

Figure 1-4: The error message for entering a wrong password.

8. Once you enter the password successfully, the Windows XP desktop
is displayed.

.
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- Part 1
Task 2 Logging Off and Shutting Down

hile some people choose to leave their computer running, there are times

when you will want to turn your computer off. Even if you choose to leave
your computer on, you may find that it makes sense to log off. Logging off is the
process of closing the desktop and returning to the Windows login screen.

The following steps walk you through logging off and turning off your computer:

1. Click the Start button.

2. Determine if you will leave the computer on or turn the computer
oft. If you want to leave the computer on, select the Log Oft button.
"This takes you to the Windows Welcome screen (see Figure 2-1).

Windows

To begin, click your user name

[®] Turn off computer

Figure 2-1: The Windows Welcome screen.

3. Ifyou’ve decided to turn the computer off, choose the Turn Off
Computer button. The window in Figure 2-2 appears. When this
dialog box is displayed, you cannot do anything more in Windows XP.
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Turn off computer Task 2

g &

Hibernate Turn Off Restart

Cancel

Figure 2-2: The Turn Off Computer dialog box.

4. If you need to go back to Windows, you click the Cancel button.

5. If you want to turn off the computer, select the Turn Off button.
This causes Windows XP to shut down safely. Some computers will
even turn the power off. Others will shut down Windows XP and
display a screen that says it is safe to turn off your computer. Once
you see such a screen, you can safely press your computer’s power
button.

6. If you want to simply turn your computer off and then back on,
choose the Restart button. This causes the computer to go through
the process of turning off, logging off, shutting down, and then
immediately starting back up. You will generally not do this unless
you have installed new software that asks you to restart your
machine.

7. Select the Stand By button if you are using a notebook computer or
if you are interested in saving power, but don’t want to completely
turn off your computer.

8. If available, select the Hibernate button if you want to completely
turn your computer off, yet have it ready to start up relatively fast. If
you don’t see a Hibernate button, press the Shift key when the Turn
Off Computer dialog is displayed. If the hibernate function is sup-
ported by your computer, pressing the Shift key changes the Stand
By button text to “Hibernate.” You can then click this button to
hibernate the computer.
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- Part 1

Activating Windows

f you installed or updated Windows XP on your machine, you will need to

activate it. Activation requires letting Microsoft know about your copy of
Windows so it can be verified as a legal copy. If your machine came with
Windows XP preinstalled, you most likely will not need to activate your copy. If
you do need to activate your copy, a message is displayed daily in your notification
bar, if not more often. You’ll also have an Activation icon in your notification area.

1. Click on the Activation icon in the notification bar. Alternatively, you
can click the Start button and then choose All Programst>
Accessoriese System Toolse>Activate Windows. Either action starts
the installation process and presents the window in Figure 3-1.

Let's activate VWindows

Figure 3-1: The activation window.

2. Select the way you will activate your copy of Windows XP. The easi-
est method is over the Internet with an Internet connection, or you
can call a Microsoft representative. Select the option you will use.

3. Press the Next button. This takes you to additional instructions
based on the option you selected in Step 2.

4. TFollow the instructions on the screen.

If you chose to call a representative, an ID is generated and you are
presented with information to use when calling Microsoft. Follow
the information on your activation window (as shown in Figure 3-2).
This will determine the number you should call as well.

5. Ifyou choose to activate using the Internet, you are presented a
screen asking if you would also like to register your copy of Windows
XP in addition to activating it. If you do not register, your activation
will process. If you choose to register, the registration screen appears
(see Figure 3-3).

.



542362 Ch0l.gxd 9/18/03 9:54 PM Page 7 $

Understanding Windows XP Basics

Task

Activate Windows by phone

Just four steps, and you're done...
e T R T

Step 2: Callan hel th a me
To e number.

Tall number
Step3:  Pr

hange product key only
Step4:  Typ
A B C D E F (]

To continug, click Next

Change Product key Bemind e Later

Figure 3-2: The activation window for calling a representative.

6. Fill in the registration information or press the Skip button. Windows
XP then attempts to connect to the Internet. If the connection fails,
Windows XP provides you with questions to help connect. If the
connection succeeds, the activation process occurs. Once activation
is completed, a confirmation message appears, stating that you have
successfully activated your copy of Windows.

*indicates required information

Figure 3-3: The product registration window.

7. Close the window.
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- Part 1
Task A- Enabling Fast Switching between Users

ask 209 shows how to set up multiple users on Windows XP. Each user can

have his or her own account that contains individual settings, documents, and
other files. For example, a family could have an account for the parents and a
separate account for a child.

Windows XP can be set up to switch between these different accounts. Although
Windows XP can be set up to force you to log out before switching to a different
account, it can also be set up for fast switching, which allows you to switch
between accounts without stopping and turning off all programs. This allows you
to switch between different users’ accounts much quicker. The following steps
show you how to confirm that fast switching is turned on:

1. Click the Start menu and then select Control Panel.

2. Double-click User Accounts to see the User Accounts window (see
Figure 4-1).

e Back o n Home

Learn About - User Accounts
[2] User accounts
[2] User account types

[3) Swiching users Pick a task...

Figure 4-1: The User Accounts window.

3. Click on Change The Way Users Log On or Off. This changes the
User Accounts window to the one in Figure 4-2.

4. To enable fast switching, check the box next to Use Fast User
Switching. If you instead remove the check, fast user switching is
turned off.

5. Click the Apply Options button to save any changes. You are
returned to the primary User Accounts window. You can close this
window. If you checked the box indicated, the fast switching option
is set on, and you can now switch users without closing all the
programs:

.
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a. Click Start, then click the Log Off button. The Log Off dialog
box appears (see Figure 4-3).

° Back o a Home
Related Tasks R
Select logon and logoff options
Manage accounts
v
Learaya [“luse the Welcome screen ) )
By using the Welcame screen, you can simply dick your account name ta lag on. For added
[2] Logon options security, you can turn off this feature and use the dassic logon prompt which requires users to
type & User account name,

[“luse Fast user Switching
with Fast User Switching, you an quickly switch ta another user aceount without having ko
dlose any programs. Then, when the other user is finished, you can switch back to your own
aceount.

(Cedioes ) (e

Figure 4-2: The User Accounts window.
Log Off Windows

5] 2

Switch User Log OFf

Cancel

Figure 4-3: The Log Off dialog box with fast switching turned on.

Note that if you have fast switching turned off, you are presented
with the Log Off dialog box in Figure 4-4.

Are you sure you want to log of f?

Figure 4-4: The Log Off dialog box with fast switching turned off.

b. Click on the Switch User button to be shown the Welcome
screen or Login dialog box.

c. Click on the icon or username for the user account you want to
switch to.
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Part 1

Setting Your Computer’s Clock and

Time Zone

Figure 5-1.

Your computer has a clock that keeps the date and time. Additionally, this
clock can keep track of daylight saving time and more. Some computers’
clocks run a little fast or a little slow. As such, after a while you may need to
adjust the clock. If your computer is connected to the Internet, you can have
it automatically update the time on a regular basis (see Task 6). By default,
the clock is displayed on the right-hand corner of the taskbar, as shown in

Figure 5-1: The time on the taskbar.

. 'To change the time, use the Date and Time Properties dialog box.

You can access this dialog in one of two ways. The quick way is to
double-click on the time in the taskbar. If the time is not displayed in
the taskbar, you can display this dialog by selecting the Control Panel
option on the Start menu (Select Start, then Control Panel). Once
you’ve displayed the Control Panel, select Date and Time. The Date
and Time dialog appears (see Figure 5-2).

(Date and Time Properties (@)
Date
] (w3 -.
S M T WTF S o i
1 g B
23 45 6 7 8 ? ."
9 10 11 12 1% 14 15 "-'
16 17 18 18 20 21 22 P
23 24 25 26 27 28
e

Current time zone: U3 Eastern Standard Time

[oc [ caneel | appi

Figure 5-2: The Date and Time Properties dialog box.

. To set the date, start by setting the year. You can do this by either

clicking on the up and down arrows to increase and decrease the
date, or by selecting the year and typing in a new one.

You can then select the month by using the drop-down list. The cal-
endar of days changes according to the year and month you select.
Leap years are also considered in the displays of days. You can pick
the day by clicking on it.
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3. The time is displayed as both an analog clock and with numbers. You
can change the time using the numbers. To change the time, select
the part of the time you wish to change, either the hours, minutes,
seconds, or whether it is PM. or A.M. Select this by clicking on the
numbers.

4. Once a portion of the time is selected, click the up and down arrows
or type in a new number to change that portion of the time.

5. Switch from A.M. to P.M. or P.M. to A.M. by clicking on the current
value and then clicking the up or down arrow.

6. Once you are done setting values, click the Apply button to apply the
new date and time to the system.

7. If you want to adjust the time zone, select the Time Zone tab at the
top of the dialog. A display similar to Figure 5-3 appears.

-Date & Time| Time Zone _Intel’net Time:

[] autamatically adjust clock For daylight saving changes
oK Cancel Apply
Figure 5-3: The Time Zone setting.

H

8. Select your time zone from the drop-down box. If the time zone
you select includes daylight saving time, a check box is displayed as
shown in Figure 5-3. Check the box to observe daylight saving time.
Uncheck the box to ignore daylight saving time. If your time zone
selection does not include daylight saving time, the check box is not
displayed.

9. Select Apply to set the new time zone on your computer.

10. Select OK to close the dialog.




542362 Ch0l.gxd 9/18/03 9:54 PM Page 12 $

- Part 1
Setting the Clock Automatically

Task 5 showed you how to set your clock manually. You can also configure your
computer to automatically adjust your computer’s clock to make sure it is
always accurate.

1. Access the Date and Time Properties dialog by double-clicking on
the time in the taskbar. If the time is not displayed in the taskbar, you
can display this dialog by selecting the Control Panel option on the
Start menu (select Start, then Control Panel). Once you’ve displayed
the Control Panel, select Date and Time. The Date and Time dialog
shown in Figure 6-1 appears.

Date & Time Internet Time

Date

] [0 3

S M T w T F 3

1 . M
z2 3 4 5 6 7 8 ' X
9 10 11 12 13 14 1S
16 17 18 19 20 21 22 int e

23 24 25 26 27 28

e e

Current time zone: LS Eastern Standard Time

[ oe  J[ candd | e

Figure 6-1: The Date and Time Properties dialog box.
2. Select the Internet Time tab. The dialog in Figure 6-2 appears.

Date & Time|| Time Zone | Internst Time

#utomatically synchronize with an Inkernet time server

Server: | time windows, com : LIEdatE Mow

The time has been successfully synchronized with time.windows. com on
2(1B8/2003 at 638 AM,

Mexk synchranization: 2/25/2003 at 8:38 AM

Synchronization can oceLr only when your computer is connected ko the

Internet. Learn more about time svnchronization in Help and Suppart
Center.

[ or J[ cancdd |

Figure 6-2: The Internet Time tab.
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3. If the Automatically Synchronize With An Internet Time Server
check box is not selected, the information on the screen will be pro-
tected (“grayed out” and cannot be modified). Make sure the check
box is selected.

4. Click the Update Now button to update the current time immedi-
ately. The computer accesses the Internet site listed in the Server
box. By default, this is time.windows.com. If you would prefer to get
the time from a government site, or if the site is busy, you can change
this to time.nist.gov.

5. Leave the Automatically Synchronize With An Internet Time Server
check box checked if you want to have the time on your computer
updated once a week. Otherwise, uncheck the box. The dialog tells
you the next time it will update the time.

6. Windows XP provides a couple of Web sites for synchronizing your
computer’s time. You can also type in a different server name in the
Server box. If you are unsure of sites for getting the time, it is best to
not change the value. If you do enter an invalid site and then press
the Update Now button, the error message shown in Figure 6-3
appears. You can then use the drop-down box to select a correct site.

Date & Time | Time Zone | Intarnst Time
Aukomatically synchronize with an Inkernet time sarver

Server: | www.jones123.com : E uEdate Mot i

An error occurred while Windows was synchronizing with
i, jones123. com,

Mext synchronization: 2/26/2003 at 7:31 PM

Synchronization can occur only when your computer s connected to the
Internet. Learn more about time svichronization in Help and Support
Center.

[ ok [ cancel |[ appy |

Figure 6-3: www.Jones123.com is an invalid site for obtaining the time.

7. Select OK to exit the dialog.

Task
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Adjusting Your Computer’s Volume

1.

Part 1

any computers ship with fancy keyboards with lots of extra buttons. Some
computers also include volume controls on the computer’s keyboard that

change the system’s volume. You can also change the volume directly within
Windows XP. If your computer has stereo speakers, you can even change the vol-
ume on each speaker independently. You can get to the advanced volume control
by selecting Start, then All Programs=>AccessoriestvEntertainment= Volume
Control. To access more options for volume, including adding a quick-access
button on your taskbar, use the following steps:

Select the Control Panel from the Start menu.

2. Double-click on Sounds, Speech, and Audio Devices. The Sounds,

Speech, and Audio Devices window appears (see Figure 7-1).

File Edit View Favorites Tools Help

Qe - @ - [T Pseach [ rolders

address | [ Saunds, Speech, and Audic Devices

Eg

See Also 3| .. Sounds Speech, and Audio Devices

Q Arcessibility Sound Options

Advanced Yolume Controls Pi Ck a ta Sk

Troubleshooters @ [3] Adjust the system volume

[2] saund [3] thange the sound scheme

@ e [3] thange the speaker settings

or pick a Control Panel icon

e
Sounds and Audio Devices =, Speech

Figure 7-1: The Sounds, Speech, and Audio Devices window.

Select Adjust the system volume by clicking on it. The Sounds and

Audio Devices Properties dialog appears (see Figure 7-2).

Drag the slider in the Device Volume section to change the volume.
Moving toward Low decreases the volume; moving toward High
increases the volume. You can also click anywhere on the volume
scale. The volume slider moves to where you click, and a tone sounds

at the selected volume level.

If you want more control over the volume, you can select the

Advanced button in the Device Volume area. This displays the
Volume Control dialog box in Figure 7-3. Here you can adjust

various volumes within your system.
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(Soiunds and Audio Deviees Properties  (63)
Voume | Sounds | Audio | Voice | Hadwere TaSk

‘ Creative Sound Blaster PCI

¢ Deviee volurs

Low High
[ Mute
[ Place volume icon in the taskbar
- Spesker selting

Use the settings below to change individudl
speaker valume and other settings.
Speaker Volume Advarced

o J[canca )| apew |

Figure 7-2: The Sounds and Audio Devices Properties dialog box.

6. When you are satisfied with the volume level, click OK to save and
exit the dialog. If you want to remain on the Sounds and Audio
Devices Properties dialog, click the Apply button to save your
settings.

7. 'To make it easier and faster to change the volume, you can add a vol-
ume control to your notification area (the area on the right side of
the taskbar). To do this, check the box next to the Place Volume icon
in the taskbar. This results in a Speaker icon appearing.

Options  Help

“olume Control Wave Sw Synth Line In CD Audio

Balance: Balance: Balance: Balance: Balance:
B0 49 B0 9040 9809

Walume: Walume: Wolume: Wolume: Walume:

[ Mute all [ Mute [ Mute [#] Mute [ Mute

Creative Sound Blaster PCI |

Figure 7-3: The Volume Control dialog box.

8. Left-click the Speaker icon in the notification area. The slider con-
trol in Figure 7-4 appears. You can move the slider to immediately
change the computer’s volume. You can also right-click the Speaker
icon to quickly access the Sound and Audio Devices Properties dialog
(Adjust Audio Properties) and the Volume Control dialog.

Wolume:

-

Figure 7-4: The notification bar volume control.
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Automatically Turning the Monitor Off

You can customize Windows in a number of ways. One feature that you can
set is to turn the monitor off automatically if the computer is unused for a
fixed amount of time. While a screen saver can be used, you will often find that at
times it is better to have your computer screen simply turn off. There are a num-
ber of reasons to do this. The obvious reason is to conserve energy. You may also
want the monitor to turn off simply to reduce the light coming from it when the
computer is not in use.

1. Right-click on an open area of your desktop and click Properties
from the menu. The Display Properties dialog box appears.

2. Select the Screen Saver tab. The dialog box in Figure 8-1 appears.

Screen Saver

Sereen saver

windows %P ] [_setings Preview
Wait minutes [] On resume, passward protect

Monitor power

To adiust monitar power settings and save energy,
click Power.

Power.

[ ok J[ canesl | opon

Figure 8-1: The Display Properties dialog box.

3. Click the Power button in the Monitor power section. The Power
Options Properties dialog appears (see Figure 8-2).

fDispIay Properties [2[=]
Power Schemes | Advaneed | Hibemate | 4FM | UPS
Select the power scheme with the most apprapriate settings for
this computer. Note that changing the settings below wil modity
the selected scheme.
Power schem
e
~ Settings for Home/Office Desk power scheme
Tumn off moritor [ Atter 20 mins
Tum off hard disks: | Never
o
ok [ fened | o

Figure 8-2: The Power Options Properties dialog box.

.
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4. Select the amount of time that you would like to wait until the moni- Task 8
tor turns off. You select this from the drop-down list next to the Turn
Off Monitor: Text. You are given a limited number of choices, rang-
ing from one minute to never, as shown in Figure 8-3.

Pawer Schemes | Advanced | Hibemate | AFM | UFS

Select the power scheme with the most appropriate setings for
this camputer, Note that changing the setings below will modiy
the selected scheme.

¢ Power schens

| Home/0ffice Desk [v]

~ Seattings for Homs/Dffica Diesk power schems

Tumn off moitor: After 1 min [~

After 1 min
Tun off hard disks: After 2 mins
After 3 mins
Akt B ming
After 10 mins
After 15 mins

Alter 25 mins
After 30 mins
After 45 ming
After 1 hour

After 2 hours

IC

After 3 hours
After 4 hours
After 5 hours
Mever

[

Figure 8-3: The time choices for automatically turning off the monitor.

5. Once you’ve made your selection, click Apply to save your choice and
remain on this dialog.

6. You may want to set up different scenarios for managing when your
monitor will turn off. For example, if you are watching a streaming
video on the Internet or if you are giving an automated presentation
on your computer, you may want the monitor to remain on even
though you are not pressing keys or using the mouse. At other times
you may want the monitor to turn off after 20 minutes. You can set
up multiple scenarios and save them with names. These scenarios are
called schemes. A number of schemes for different power options
already exist. Additionally, you can add new ones.

7. To save your settings as a new scheme, select the Save As... button
in the Power schemes pane on the Power Options Properties dialog.
A box pops up where you can enter a name for your scheme.

8. 'To change to a different scheme, select from the Power Schemes
drop-down list.

9. When you are done selecting and saving schemes or with changing
the time for the monitor to turn off, select OK to exit the Power
Options Properties dialog.
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Part 1

Locking and Unlocking the Computer

f you are worried about others getting onto your computer, you may want to

lock Windows XP to keep them out. Locking the computer requires that a
password be entered before anyone can start using it again. There are two ways
to set up a password and lock your computer. One is to use a screen saver with a
password. This is covered in Task 10. The other is to force your computer to lock
immediately.

Go to the User Accounts window. Do this by selecting Start, then
Control Panel. From the Control Panel select User Accounts.

On the User Accounts window select User Accounts. A new dialog
window opens.

Choose the task Change the Way Users Log On or Off. The win-
dow in Figure 9-1 appears.

o Back e u Home
Related Tasks B
Select logon and logoff options
Manage accounts
v
Learaya [“luse the Welcome screen ) )
By using the Welcome seresn, you can simply click your account name to log on. For added
[2] Logon options security, you can turn off this feature and use the dassic logon prompt which requires users to
typE & USEr ACCOUNE Marme,

[“]use Fast User Switching
With Fast User Switching, you can quickly switch to another user account without having ko
close any programs. Then, when the other user is finished, you can switch back to your own
account.

_-mj ply Options_| -_Cance\

Figure 9-1: The User Account window for changing logon and logoff options.

If the box next to Use the Welcome Screen is checked, uncheck it.
This will also protect and uncheck the Use Fast User Switching box
(if it was selected). If the Use the Welcome Screen box was not
checked, skip this step.

Making the changes in this task also requires that you enter a password when you
first turn on your computer. In fact, your Welcome screen will change to a dialog
that requires a username and password to be entered. Note that if you or another
user doesn’t have a password, you can leave that information blank.
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5. Click the Apply Options button. You will now find that when you log
oft of your computer, you are given a dialog box for logging in
instead of the normal Welcome screen. If you are using Windows XP
Home Edition with only one account, you will now have a login dia-
log when you start your computer. If you want the normal Welcome
screen returned (or in XP if you want to skip the sign-on process),
simply repeat Steps 1 through 4 and check the Use the Welcome
screen box instead of unchecking it.

6. Ifyou are at the User Accounts window, close it by clicking the
Windows close button (the small x in the top-right corner).

Your computer is now set up to where you can immediately lock it.

7. Press the Ctrl, Alt, and Delete keys all at the same time. The
Windows Security dialog appears. If you are shown the Windows
"Task Manager dialog instead, make sure you followed Steps 1
through 6.

If you don’t have a Lock Computer button, you can change your
settings to present the Lock Computer button by following Steps 8
and 9.

8. Add or change a password by selecting the Change Password... but-
ton. The password for locking the computer can be the same pass-
word that you use to log in to Windows from the Welcome screen. If
you already have a password, you can skip this step. If not, be aware
that you will need to use this same password when you log in to
Windows XP.

9. Click the Lock Computer... button to lock the computer. The
Unlock Computer dialog appears (see Figure 9-2).

.. Professional

B This computer is in use and has been locked,

©rly BRADSERVERYErad or an administratar can unlock this
computer.

=rm

Figure 9-2: The Unlock Computer dialog.

Entering the correct password returns you to Windows.
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Locking Your Computer with a
Screen Saver

Imost everyone uses a screen saver on his or her computer. There are several

reasons for using a screen saver. Originally screen savers were used to pre-
vent images from burning into the monitor’s screen. With current hardware, this
is really not an issue.

The other reason many people use a screen saver is to hide the information being
displayed on their computer when they are away. If you are concerned with peo-
ple getting onto your computer when you are away from it, you may also want to
do more than just hide the information with a screen saver. You may also want to
lock the computer. Task 9 shows you one way to lock your computer with a pass-
word. Another is to add a password to your screen saver.

1. Go to the Screen Saver tab on the Display Properties dialog.

a. Right-click on the background of your desktop where there are
no windows being displayed. This presents a pop-up menu.

b. Select Properties. The Display Properties dialog appears. Select
the Screen Saver tab. The dialog box in Figure 10-1 appears.

Soreen Saver

Screen saver
Wait minutes [7] O rssume, password protect

0K Cancel Apply
Figure 10-1: The Screen Saver tab in the Display Properties dialog box.

Monitor power
To adjust monitor power settings and save energy.
click Power.
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As an alternative to right-clicking on the desktop, you can also get to Task 0
the Screen Saver tab on the Displays Properties dialog by going
through the Control Panel.

a. Select Start, then Control Panel.

b. On the Control Panel, select Appearance and Themes. This pre-
sents you with the appearance and theme tasks.

¢. Select Choose a Screen Saver. The Displays Properties dialog is
displayed with the Screen Saver tab selected.

2. Select the box next to On Resume, Password Protect. This sets the
screen saver to prompt for a password. If you want to turn off the
password, unselect this box.

3. Click Apply to save any changes to your settings. Click the OK but-
ton to save any changes and to close the dialog. Select Cancel to
leave without saving any additional changes.

When returning from the screen saver after it is displayed, you will need to enter
your password, if you have one set. Figure 10-2 shows the dialog box for entering
your password.

Windows

.. Professional

B This computer is in use and has been locked,

©rly BRADSERVERYErad or an administratar can unlock this
computer.

Figure 10-2: The screen saver password dialog box in Windows XP Professional.
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Task 11 Getting Help

hen something goes wrong, when you run into a problem, or when you

need to know how to do something, what do you do? First, of course, you
should turn to this book. Another solution is to turn to Windows XP itself for
help. Windows XP has a robust help system and support center that can solve
nearly all of the issues that come up. To use the help and support system, you
need to launch the Help and Support Center window.

1. From the Start menu, select Help and Support. The Help and
Support Center window appears (see Figure 11-1). From this window
you can select help in a number of different formats and for a num-
ber of different issues.

ﬂ Index %ngnrites @H\stnrx @S@pnrt M Options
@ Help and Support Center
A Ell

Pick a Help topic Ask for assistance

What's new in Windows XP EI Invite a frien om with Remote Assistance
Music, video, games, and photos

N §| Get support, or find infarmation in Windows XP newsgroups
Windows basics —

. Pick a task
HNetworking and the Weh

Waorking remately B omputer up-to with Windows Update
Security and administration .
E| Find compatible hardware and software fi

Undo ¢ our computer with System Restore
Customizing your computer El R EH T el e
Accessibility [3| Use Tools t

Printing and faxing Dld y0u knOW?
Performance and maintenance

Hardware
Fixing a problem
Send your feedback to Microsoft

Figure 11-1: The Help and Support Center window.

2. Select by clicking on any topic on this page that interests you or that
may solve your problem.

3. You can search for help and support on a specific word or set of
words by first entering the word in the Search entry box.

4. Press the Enter key or click the arrow button to start searching. The
results are displayed in a results box, as shown in Figure 11-2.

The search results are displayed in different groupings. The
Suggested Topics are considered the best results for your search cri-
teria. The Full-Text Search Matches are search results that contained
the specific words that you entered into the search box. In Windows
XP Home Edition, the Full-Text Search Matches are only provided if
no Suggested Topics were found. The third area is Microsoft
Knowledge Base results, which contains help topics found on the
Microsoft Knowledge Base Web site. Results are only provided in
this section if you are connected to the Internet.

.
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ﬁ Index %Fathes @ Histary @ Support M Options
search =G = @ Help and Support Center
Setsearc ons i} afessional

»

Add to Favarites Change Yiew . Print...
[] =1

Search Results
30 results found for help

Suggested Topics (15 results)

Pick atask to d he infarmation,
Get pictures fram a scanner or digital
LETLETE]

Create a new folder

Delete afile or folder

Start a program

Choosing the best program to write a
document

Start a program by using the Run
command

Full-text Search Matches (14 results)

Microsoft Knowledge Base

Figure 11-2: The Search Results screen.

5. Click on the title bar of each section to list the results. Click on the
specific result to see detailed help. The detailed help is displayed on
the right side of the window.

6. You can also search for a word by looking in the help index. From the
Help and Support Center window (or nearly any other Help win-
dow), select the Index button from the toolbar at the top of the
screen. The Index in Figure 11-3 appears.

7. Search the index or scroll through it. Double-clicking on a topic
selects it. You can also single-click the Display button. The detailed
help is displayed on the right side of the window.

@ Help and Support Center
1 Ell

»

2
Index jﬁadd ta Favorites a Change View . Print...

Type in the keyward to find:
7 characters =

click ? to get Help
fareign language characters
searching with wildcard characters
12 ar 24 hours, how yaur computer displays
256 colors
3-dimensional
abbreviations in days or months
acceleration of mouse pointers
atcess permissions
special access permissions, defined
accessihility resources (far people with dis:
overview
administrators, managing Accessibility pr
Aszsistive Technology Program, defined

blind persons

Display

Figure 11-3: The help index.

Task
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Task 12 Customizing Help Screens

One of the best features in Windows XP is the help and support features. As
you learn to use Windows XP, you may find that you consult the help and
support pages a number of times. If so, there are a number of settings that you
can change to customize the icons and text. To set these options, use the follow-
ing steps:

1. Select Help and Support from the Start menu. This displays the
Help and Support window.

2. Click on the Options icon near the top-right side of the window. The
Help and Support Center Options window appears (see Figure 12-1).

©) Help and Support Cente

eEaEk - ° - 0 |ﬁ Index %Fa_thes @Hlsth @Swuwt g Options

search NG = @ Help and Support Center
S ns Ell

. 2 B
Options ﬁ Add ta Favorites & Change View \‘ Print...

[ Change Help and Support Genter options

O Set search options Options
[ Install and share Windows Help

d configure Help

In and Support

» and information

Figure 12-1: The Help and Support Center Options window.

3. Click on Change Help and Support Center Options. This changes
the display on the right side of the window to the options shown in
Figure 12-2.

4. Check the Show Favorites on the navigation bar if you want the
Favorites icon displayed on the toolbar within the Windows Help
and Support system. Uncheck this if you want the Favorites icon
removed.

5. Check the Show History on the navigation bar if you want the
History icon displayed on the toolbar within the Windows Help and
Support system. Uncheck this if you want the History icon removed.
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©) Help and Support Cente
eEaEk - e - 0 |’j Index %Fa_vw\tes @Hlsth Eswuwt @ Options
search NG =) @ Help and Support

Task

Center
* Professiona

Options % Add ko Favorites 8 Change Yiew = Brint...

[ ichange Help and Support Center options Help and Support Center options

[ e e s Select from the options below to customize your Help and

[ Install and share Windows Help Suppart Center experience

Show Favarites on the navigation bar
Show Histary on the navigation bar

Font size used for Help content:

O amall
& Medium
O Large

Options foricons in the navigation bar;

© Show all text 1abels
@ Show only default text labels
© Do notshow text Iabels

Figure 12-2: The primary Help and Support Center options.

6. Select the size for the font you would like used in the Windows help
system. Your options are Small, Medium, and Large.

7. Select the display option for the icons in the navigation bar. You can
choose to show text labels for all icons in the toolbar, to show no
labels in the toolbar, or to show only default text labels. Figures 12-3
to 12-5 show the toolbar with each of these options.

Q.0 . GO v O @ 4

Back  Forward  Home Index Favorltes History — Support Options

Figure 12-3: All icon text labels shown.

Q-0 G0K O @Y
Figure 12-4: No icon text labels shown.

eEaEk - ° - 0 ‘ﬂ Index %nguntes @H\sturx Eswuwt @ Options
Figure 12-5: Default icon text labels shown.

8. Close the Help and Support Center window. Your selections take
place the moment you make them. When you have completed your
selections, you can close the Help and Support Center window.
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Setting Search Options for Help

Windows has a robust help and support system that you can use to find
answers to questions and issues you have regarding Windows XP and
many of the programs installed on it. In Task 11 you learn how to use Help in
Windows XP. In this task you learn to customize a number of features for search-
ing the Windows XP Help system. This includes options such as setting the max-
imum number of items displayed in search results, how search phrases are treated,
and more. The following steps walk you through customizing your search options:

1. Select Help and Support from the Start menu. This displays the
Help and Support window.

2. Click on the Options icon near the top-right side of the window. The
Help and Support Center Options window appears, as shown in
Figure 13-1.

) Help and Support Ci
eEa:k - e - @ ‘ﬁludex %Fa_vuntes @Hlsth Eswuwt M Options
search NG = @ Help and Support Center

P Pr al

s ﬁnddmgavnrites & Changs Yiew ; Brirt... ‘ Locats in Contents

[ Changs Help and Support Center options
[ Set search options .
[ Install and share Wwindows Help Options

option & settings and configurs Help and
port

Change elp and Support Center.

ind help and information from a

Figure 13-1: The Primary Help and Support Center Options window.

3. Click on Set Search Options. The display on the right side of the
window changes to the search options, as shown in Figure 13-2.

4. Change the number in the box if you want more (or fewer) results to
be displayed when searching. While the default value is 15, you can
change this to any number you like. More results can be returned if
the number is set higher.

5. Check the box next to Turn On Search Highlight if you want to have

the words you are searching for highlighted in the results returned.
"This is checked by default.

6. Check the box next to Suggested Topics if you want to have sug-
gested topics returned when you search. Suggested topics may not
have the exact search word or words you entered for your search.
Rather, they are help documents that may be related.

.
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Figure 13-2: The Search Options window.

7. Check the box next to Full-Text Search Matches if you want
Windows XP to search for the specific words you entered into the
search box. When this option is checked, you can also select two
additional options:

8. Check the Microsoft Knowledge Base if you are connected to the
Internet. This option searches the Microsoft Knowledge Base Web
site for information related to your search terms. When you have
selected this option, you are given a number of additional options
that you can set:

eﬂack - e - @ |ﬁ Indesc %Fg\dnmtes @Histw
search NN |

Options 'ﬁaddm@vuntes a Change view . Frint.. s Locate in Conterts

[ Changs Help and Support Center options

[ trstall and share Windaws Help

Eﬁmpnrt Ii.l Options
@ Help and Support Center

3]

Set search options

Find helpy and information from different saurces. To change the scops of your search,
select one o more providers from the following list.

Returnupto {15 results per provider.

Turn an search highlight.

Suggested Topics
Displays resits of the highest possible relevance. Search matches the terms you
typed against terms that the author of & document defines as keywords For that
dacument. Selecting this option makes it possible Far you to lmit your search to the
specific Help category of the current topic.

Full-text Search Matches
Displays documents whose text contains the bermis) you typed.

[ searchin tite anly

[ match similar words

Microsoft Knowledge Base
rh bielas e s Micseeoft Vomsladns B i

Check the Search in Title Only option if you want to just check
titles for the words you entered. If you check this option, the
search will not look at the information within the help documents
for your keywords. This almost always results in fewer finds.

Check the Match Similar Words option if you want help to find
similar words to the ones you entered. This almost always results
in additional results being found.

Select the name of a product. By default, All Microsoft Products
is selected; however, you can change this option if you want to
only check for information related to a specific product.

Select the Search For: option if you are searching for more than
one word. Among your choices, you can set this option to look
for the exact phrase you entered or you can set it to look for any
or all of the words you entered.

Check the box next to Search in Title Only if you want to just
search the titles on the Microsoft Knowledge Base Web site. You
will generally get more results if you don’t check this box.

.
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Task 1A- Creating a Help and Support
Favorites List

fyou find that there is a help page you want to remember, or if there is a help
page that you go to often, you should add it to your list of Favorites. You can
also add search results and other pages to your list of Favorites. You can then
keep this list of Favorites just a click away. A Favorites icon can be included
on the Help and Support Center toolbar (see Task 13). When you select the
Favorites icon, you are presented with the list of Favorites similar to what is
presented in Figure 14-1.

©) Help and Support Cente
eEaEk - e - @ ‘ﬂ Index %nguntes @H\sturx Eswuwt m Options
Search RGN =) @ Help and Support Center

Set search options

%Add to Favorites & Change View F" Print...
Choosing a program to write a document
Add a desktop icon Favorites
Delete the Recovery Console
Turn off the camputer
Help Ti

Preparing to wark offline pport

Figure 14-1: Favorites in the Help and Support Center.

"To add items to Favorites, use the following steps:

1. Locate a topic within the Help and Support Center. This can be any
page within the help system. Task 11 shows how to use Help.

On the help pages displayed, an Add to Favorites icon will be included.
Figure 14-2 shows the result of searching for “Pinball” and then
selecting the result that was listed. You can also see that there is an
Add to Favorites icon right above the information on playing with
Windows games.

2. Click the Add to Favorites icon. The item is added to your Help and
Support Favorites list and a message appears, confirming that the
item was added (see Figure 14-3).

3. Click OK on the message. Your new favorite item has been added.
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©) Help and Suppo

e ack ~ Q @ ‘ﬂ Index %nguntes @H\sturx
search [ I 5

@ Suppart M Options Task

%Add to Favorites a Changs Yiew ; Brirt...

Search Resulis ﬁ‘
Playing the windows games

2 results found for Pinball

Windows provides ssveral games on the Start menu. Tou
can add others using Add or Remove Programs in Contral
Fanel.

® FreeCell
Hearts

Sugaested Topics (1 results)

Overviews, Articles and Tutorials
# Playing the Windows games Minesweeper
Solitaire

[}
[}
[}
# Space Cadet 3D Pinball
[}
E4
.

Spider Solitaire

Notes

To open a game, click Start, point to All
Programs, point to Accessaries, point to Games,
and then click the game you want to open.

If you do not see Games on your All Programs
menu, then the games were not installed when
Windows was installed. For more information, click
Related Topics. L

Full-text Search Matches (1 results)

Microsoft Knowledge Base (0 results)

For information about playing a game, click the Help
menu in that game.

Figure 14-2: Results for “Pinball” in the Help and Support Center.

This page has been added to your Help and Support Favorites list.

Figure 14-3: The confirmation message for adding a favorite item.

4. Click on the Favorites icon at the top of the page, and note that the
new item has been added to the Favorites list. Figure 14-4 shows the
Favorites list from Figure 14-1 after following these steps and adding
the search results from “Pinball.”

G ack Q @ ‘ﬂ Index *Fg\mrites @H\stnrx @S@pnrt M Options
search LI ) @ Help and Support Center
Ell

»

=
ForDI % #Add to Favorites a Change Yiew =1 Print...

Choasing a program to write 2 document
Add a desktop icon FaVOriteS
Delete the Recovery Consale

Turn off the computer

Freparing to wark offline

Playing the Windows games

g

Figure 14-4: An updated Help and Support Favorites list.
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Task 5 Using the Knowledge Base

indows XP Help and Support includes access to the Microsoft Knowledge

Base. If you are connected to the Internet, then when you use the Help and
Support system, Windows XP not only looks on your machine for help, but it
also queries the Microsoft Knowledge Base Web site. This site includes addi-
tional information, tips, tricks, tutorials, and more. Additionally, it includes infor-
mation on specific Microsoft products. The information in over 250,000 articles
is made available when you do searches and other help requests.

1. Select Help and Support from the Start menu. This displays the
Help and Support window.

2. Enter a word or group of words into the Search Box and press Enter
or click the button to start searching. The search results page
appears. Figure 15-1 shows the search result page after the term
Games is entered.

©) Help and Support Cente
eﬂack - e - @ ‘ﬂ Index %ngnrites @H\stnrx @S@pnrt M Options
search =N 5) @ Help and Support Center

»

[] %Add to Favorites a Change Yiew ‘l"‘ Brirt...

Search Results

#0results found for Games i Browse the search results

Sugaested Topics (11 results)

Fix a Problem Click t to d the information.
Games and Multimedia Troubleshooter
Troubleshooting Directx

Diagnosing game port controller
igsues

Getting older programs to run on
Windows XF

Pick atask
Calibrate a game controller
& Change the preferred device

Full-text Search Matches (14 results)

Microsoft Knowledge Base (15 results)

Figure 15-1: The search results for “Games.”

3. Click the Microsoft Knowledge Base heading to show the search
results that were found in the Knowledge Base. If you are not con-
nected to the Internet, a warning similar to the one displayed in
Figure 15-2 appears.
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Task

0] %Add to Favorites & Changs Yiew J"‘ Brirt...

Search Results
25 results found for Games

Sugaested Topics (11 results)

Full-text Search Matches (14 results) to d he information.

Microsoft Knowledoge Base (0 results)

4, To access content from this search
provider, you must be connected to the
Internet

Tell me more about connecting to the
Internet.

Figure 15-2: Error trying to access Microsoft Knowledge Base when not connected to
the Internet.

If you are connected, the top articles found in the Knowledge
Base appear. The results will vary depending on what search terms
you use.

4. Click on the title of the article you want to read. This displays the
article on the right side of the Help and Support Center window, as
shown in Figure 15-3.

©) Help and Supj

e ack ~ e - @ ‘ﬂ Index %nguntes @H\sturx
search (o= B

@ Suppart m Options

%Add to Favorites & Changs Yiew J"‘ Brirt...

Search Resuits HOW To: Add or E
40 results found for Games Remove Games i“
Windows XP

The information in this article applies
to:

s Micrasoft Windows XP
Professional

Suggested Topics (11 results)

Full-text Search Matches (14 results)

Microsoft Knowledge Base (15 results)

Common Questions

1. HOWTO Add or Remave Games in}
inindows KF:

2. Flight Simulator 6.0 Err Msg: Setup

Cannot Copy Files

This article was previously published

i . under Q307763
Technical Articles
3. Contents ofthe Windows Sound
Systern 1.0a README THT
Links and Access Games IN THIS TASK
Troubleshooter Available
o SUMMARY =

Figure 15-3: A displayed Knowledge Base article.
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Getting Basic Information about
Your System

o you know the basic information about your system? For example, do you

know the speed of your processor? How much memory does your computer
have? What type of processor is being used? You can find all of this information
in fewer than 10 steps.

1. Select My Computer from the Start menu. The My Computer window
appears (see Figure 16-1). Some of what is displayed in the main portion
of your window will most likely be different from what is in Figure 16-1.

Within this window, you can see your computer’s hard drive(s) and
other storage devices. You’ll also be able to see some — but not all —
connected devices that are on your machine. In Figure 16-1, you can
see that my computer has a 3 1/2-inch floppy drive, a regular CD drive,
a separate CD-RW drive, and an Intel PC camera all hooked to it.

File Edit View Favorites Tools Help ”
Qo - @ - (F | POsearh [ Foiders -
address | 1 by Computer BE
Files Stored on This Computer )
System Tasks
[#] Wiew system information Shared Dscuments Brad's Documents
T4 Add ar remave programs
@ Change a setting
Hard Disk Drives
Other Places A
@ Local Disk (1) @ Local Disk (611
& My Metwork Places

My Documents
[ Shared Documerts Devices with Removable Storage

B control Panel

@ 3% Floppy (A1)
Details €

Shared Documents °
File Folder N €D Drive (€3}

Date Modfied: Wednesday,
February 05, 2003, 11:22 AM

WinzP Book (D)

Scanners and Cameras

ﬁ Intel(r) PC Camera €5110 L

Figure 16-1: The My Computer window.

2. Select the View System Information system task from the left side of the
My Computer dialog window. This displays the General tab in the
System Properties dialog box similar to Figure 16-2. From this dialog,
you can see a number of key pieces of information about your computer:

o The version of Windows you are running. The computer from Figure
16-2 is running Microsoft Windows XP Professional Version 2002.

o The name and company that registered the copy of Windows. The com-
puter from Figure 16-2 was registered to Brad Jones with a com-
pany name of “Windows XP in 10 Steps or Less.” As you can see,
there are a limited number of characters for the company name.

o The registration number. This is the unique number for your copy
of Windows. This number was determined based on the registra-
tion key entered when Windows was installed.

.
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o The processor type and speed. The computer in Figure 16-2 has an Task 6
Intel Pentium II processor that runs at 400 MHz. Your computer
may have a different processor and most likely a faster speed.

*  The amount of RAM. The computer in Figure 16-2 has 512MB
of RAM, which is quite a bit for a home computer. RAM is the
amount of memory your computer has available. Windows XP
Home or Professional requires 128MB of RAM or higher.

ﬁ

System Restare 1 Automatic Updates I Remote

General Computer hare Hardware Advanced

System:
Microsoft Windows XP
Protessional
“Wersion 2002

Registered to
Brad Jones
Windows %P in 10 Steps or Les
B6274-005-3365272-22087

Computer:
Intel Pentim Il processer
400 MHz
512 MB of RAM

ok J[ camest ]| ppr
Figure 16-2: The System Properties dialog box.

3. Select the Hardware tab in the System Properties dialog box for more
advanced and specific information on your computer.

4. In the middle of this dialog click the Device Manger button to dis-
play the Device Manager, shown in Figure 16-3.

5. You can right-click on items in this list and select Properties from the
pop-up menu to get more detailed information. Be cautious, how-
ever. If you make changes to any values, you can cause Windows XP
to no longer be able to recognize a device on your computer.

m

File Action View Help
= @2

HP400

13 Computer

Disk. drives

Display adapters
DYDICD-ROM drives
Floppy disk contrallers
Floppy disk drives

5 Human Interface Devices
2 IDE ATAJATAPI contrallers
58 Imaging devices

5 Keyboards

%) Mice and other pointing devices
Modems

Monitors

Network adapters
= Other devices

1 Multimedia videa Controller
W Ports (CoM & LPT)
sound, videa and game controllers
System devices
Universal Serial Bus cantrollers

Figure 16-3: The Device Manager.
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Automatically Keeping Windows
Up-to-Date

Windows XP is not perfect. As people continue to use it in new and unique
ways, they find problems and issues. Microsoft works hard to address these
issues in a timely manner. Many of these problems can be resolved by providing
an update to Windows XP. If you have a connection to the Internet, you can
apply any updates automatically or manually. In this task you learn the steps to
configure Windows XP to automatically retrieve and install these updates. You
also learn how to set checkpoints so you can be alerted before retrieving, down-
loading, or installing any updates.

To set up Windows XP to allow for automatic updates, use the following steps:

1. Select the Control Panel by clicking on it on the Start menu.

2. Select Performance and Maintenance by clicking on it in the Control
Panel. The Performance and Maintenance window appears (see
Figure 17-1).

File Edit View Favorites Tools Help

@k - (0 (T D seach [ rolders

Address | [ Performance and Maintenance

F

Performance and Maintenance

See Also -

File Types

D Pick a task...

Troubleshooters [3] See basic information about your computer

[2] Startup and shutdown [3] Adjust visual effects
[3] Free up space on your hard disk

[3] Back up your data

(3] Rearrange items on yaur hard disk to make
) programs run faster

or pick a Control Panel
icon

- Administrative

o 2 Power options

F‘i" e
f7 scheduledTasks 11 [system

Figure 17-1: The Performance and Maintenance dialog window.
3. Click the System icon near the bottom of the window. The System
Properties dialog appears.

4. Select the Automatic Updates tab. The dialog in Figure 17-2
appears.
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(e P e Task

General | ComputerName | Hardware | Advanced
System Restars Automatic Updates Remate
How do pou want to be nolified when updates are available for
your computer?

~Natification Setting
(o Dawnload the updites automaticall and oty me when they a2
ready to be installed.

(@ Molfy me before downloading any updates and natiy me again
betare instaling them on my computer

o Tum off automatic updating. | want to updale my compuier
manualy

 Previous Updat

You can chaoss to have Windows nalify you again sbout updates
vou previously declined

Flestore Declined Updates

Ok Cancel AEE\!

Figure 17-2: The Automatic Updates information in the System Properties dialog.

5. Select the option you’d like implemented for notifying and applying
updates from the Notification Settings pane:

* Select the first option to automatically download any updates and
wait. Once they are downloaded, an icon is placed in your notifi-
cation area. You can then decide when to install the updates by
clicking on the icon when you are ready.

e Select the second option if you want to be automatically notified
when updates are available, as well as when they have been down-
loaded to update. This option allows you to have the most con-
trol, while still allowing you to be automatically informed.

* Select the third option if you don’t want to be notified or have
automatic updates occur.

6. Click the Apply button to update your settings. You can close the
window.

When an update is available, then if you have selected to be notified, an icon will
be placed in the notification area. To proceed with the installations, you click on
the icon in the notification Window and follow the instructions. If you selected
automatic downloads and automatic updates, you won’t need to do anything.
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Manually Updating Windows XP

A

like.

1.
2.

s stated in Task 17, Windows XP is not perfect. As people continue to use it
in new and unique ways, problems and issues are found. Many of these prob-

The process is outlined in the following steps:

Click the Start menu, then select Control Panel.

Click on the Windows Update link in the See Also box on the left
side of the Control Panel window. This launches the Web page dis-
played in Figure 18-1.

File it View Favorites Tools Help
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Address | ] hktpiffvd windowsupdate . microsoft. com/en/default asp
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Welcome to Windows Update

Windows Update

Get the latest updates le for your
system, software, and hardware.

[ Welcome
[ Pick updates to install

Windows Update scans your computer and provides you with a

[ Review and install | d ¢
selection of updates tailored just for you.

updates

Other Options
[ View installation history

& Scan for updates

[ Personalize Windows

Update Note Windows Update does not collect any form of personally

identifiable information from your computer.

[ Get help and support Read our privacy statement

See Also
[ About Windows Update

Micy ved., Terms

ation. All right:

Figure 18-1: The Microsoft Windows Update page.

Click the Scan for Updates link on this page. The computer then
uses the Internet to find updates. A status of this search is displayed
on the right side of the window. When the scan is complete, you are
presented with an updated window similar to Figure 18-2 that indi-
cates the search is completed. This gives you a summary of any
updates found and allows you to review and add others.

Click on Review and Install Updates from either the left side of the
window or the right. This lists the critical updates that you should
install. You can remove any updates by scrolling through the list and
clicking the Remove button.

Add any additional updates. Critical Updates and Services Packs list
the items that are considered critical. You can also add additional
updates that are not considered critical. In Figure 18-2, you see two
other categories: Windows XP Updates and Driver Updates. Click
on these links to see the list of items. You can then click the Add but-
ton to add them to the list of updates to install. Once you have
selected all the items you want to update, you can continue.

.

lems can be resolved by providing an update to Windows XP. If you have a con-
nection to the Internet, you can list, select, and apply any updates that you would
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6. Click the Review and Install Updates link on the left side of the page. Task
This presents you with information similar to what is in Figure 18-3,
with the items you had selected listed.
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gj Review and install updates
[ Critical Updates and
Service Packs (31)

[ Windows XP (21)
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Windows Update has also found other updates for your computer.
To browse through these updates and select the ones you want to
install, click a category title in the list.

[] Review and install
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Figure 18-3: Total Selected Updates window.

7. Click the Install Now button. Depending on what is being updated,
you may be prompted to accept licensing agreements, to reboot your
computer, or to enter additional information. What occurs depends
on what updates are being installed. When everything is completed, a
page appears, saying that installation is complete. You can close this
window or you can choose to view the installation history.
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Installing New Software

I nvariably you will want to install new software onto your computer. While
many programs come with installation routines built in, you should consider
following the steps when installing a new application. Before starting the installa-
tion process, you should close any unnecessary programs and save any files. Many
software programs have you restart your computer as a part of the installation
process. This restart can cause any unsaved changes to open files and documents
to be lost. As such, it is best to save and close everything before starting a new
program installation.

1. Close any unnecessary programs and save any important files.
2. Select Control Panel on the Start menu.

3. Click on Add or Remove Programs. A window appears that lists pro-
grams that have been installed on your computer. Figure 19-1 shows
a computer that has only had Microsoft Office installed. This win-
dow tells you the amount of space used by each program, as well as
how often you use the program. Only programs that are designed to
register with Windows are displayed in this list.

Currently installed programs: Sort by:

Change or
Remove
Programs

Add New
Programs

addjRemove
windows
Components

Close

Figure 19-1: The Add or Remove Programs list of currently installed software.

4. In the Control Panel, click the Add New Programs icon on the left
side of the window. This changes the options in the window to allow
you to install new programs from a CD or diskette, as shown in
Figure 19-2.

5. Ifyou are installing from a CD or diskette, click the CD or Floppy
button or press Alt+F. A wizard appears that will walk you through
starting the installation of new software. Figure 19-3 shows the initial
screen of the wizard.

.
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Add a program from C0-ROM or Floppy disk 9

Changs or & To add a program from & CD-ROM or Floppy disk, click CO o Floppy ("o - Floppy

Remove
Frograms

#udd programs from Micrsaft

To add nevs Windows features, device drivers, and system
& ‘ updates over the Internet, cick Windows Update iipdoglindats
Add Hew
Pragrams

aAddjRemove
windows
Components

i Close

Figure 19-2: The Add New Programs options.

Insert the product’s first installation floppy disk or CD-ROM,
and then click Mext

| cBack [ Mes> | [ Cancel

Figure 19-3: The Install Program Wizard.

6. Follow the steps in the Install Program from Floppy Disk or
CD-ROM Wizard, starting with the first step of inserting the CD or
floppy disk into your computer. The wizard launches any installation
programs associated with the program you are installing if they
haven’t already started. During the installation you may be asked to
restart your computer. If prompted, be aware that you may not be
able to correctly run the program you are installing until you do
restart your computer.

When the installation is complete, you should see the message shown
in Figure 19-4.

3 Setup has installed the software successfully
and added the application(s) to the Program Manager.

Figure 19-4: The completion message.

7. Press OK. You are done installing and can close the Add or Remove
Programs window.
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Task 0 Removing Application Software

hen you find that you are no longer interested in using a program, you may

want to remove it from your system. Additionally, there are times when
you want to clear older programs off your computer’s hard drive to make more
room for other stuff. One thing to keep in mind is that you should never go to
the hard drive and simply delete the program files. Instead, you should go
through the following steps.

Before starting the process to uninstall software, you should close any unneces-
sary programs and save any files. Many software programs have you restart your
computer as a part of uninstalling. This restart can cause any unsaved changes to
open files and documents to be lost. As such, it is best to save and close every-
thing before starting a new program installation.

1. Close any unnecessary programs and save any important files.

2. Check the Start menu to see if the program contains an uninstall
routine. If an uninstall program has been provided that is compatible
with Windows, it should be listed on the Start menu.

3. Select Start menu, click All Programs, and then follow the menus to
the program you want to uninstall. For example, you can see in
Figure 20-1 that Microsoft Age of Empires II has an uninstall pro-
gram provided on the menu. If an uninstall program is provided,
click on it and follow its instructions. If an uninstall program isn’t
provided, follow the remaining steps in this task.

[y

B New Office Document

Brad T Activate Windows

5 Internat (& Open Offics Document

Internet Explorer &2 windows Catalog

@ E-mail @ windows Update >

Outlook Express
[ Accessaries »

Micrasaft wiord () Games »

@ startup »

Paink @ Internet Explorer
Micrasoft Excel
Micrasoft Word
W MSN Explorer
() Outlook Express

2| Microsoft Excel
Windows Mavie Mal

Tour windows % || . Remate Assistance

& windows Media Player

& E&N=[F

Files and Sattings Tr
Wizard % windows Messenger

Age of Empires TT _@

Age of Empires II Readme
yele Bin

Urinstall Age of Empires 1T

&) screenseize Screen €. | B TasknzD - Microsoft ...

5. i 11:09 AM

Figure 20-1: Checking the programs menu for an uninstall program.
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4. Select the Control Panel on the Start menu. Task 20

5. In the Control Panel, click on Add or Remove Programs.

The Change or Remove Programs information is displayed. This is a
list of programs that have been installed on your computer and regis-
tered with Windows XP. This window tells you the amount of space
used by each program, as well as how often you use the program.
Only programs that are designed to register with Windows will be
displayed in this list. Figure 20-2 shows the Change or Remove
Programs window with two installed programs.

Currently installed programs: Sork by:

changeor | [E]
Remove =
Programs

Changs/Remove

Add lew A Microsoft Office 2000 Premium Siee  66.38VB
Frograms

AddjRemave
windaws
Components

Closs

Figure 20-2: The Add or Remove Programs window.

. Click on the name of the software product you want to uninstall.
This displays additional information about that program. For exam-
ple, in Figure 20-2, you can see the last day that Age of Empires II
was used. Additionally, you see the amount of disk space it uses and
how often it is used. To see the detailed information on other prod-
ucts, click on their name.

. Click the Change/Remove button beside the software product you
want to uninstall. This launches the uninstall program specific to the
software you are removing. Follow the instructions on the screen to
remove the software. When you have completed the instructions, you
should be returned to the Change or Remove Programs window.
The program you uninstalled should no longer be listed.

. If your program was not listed in the Change or Remove Programs
window, check with the help files or documentation provided with
the software for instructions specific to that software.
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