Make Windows XP Faster
and More Efficient

Whether you use Windows XP at work orsat
home, you probably want to spend“your
computer time creating documents,“sending
and receiving e-mail, browsing_the Web,
playing games, and doing other useful and fun
things. You probably do not want*to spend
your time wrestling with Windows XP or
waiting for it to finish its tasks.

Using a few simple techniques, you can make
working with Windows XP faster and more
convenient. For example, rather than opening
a number of Start menu folders to get to a
program, you can create a shortcut in a more
convenient location. If you have just set up
Windows XP on a new machine, you can save
yourself lots of time by transferring your old
settings to the new computer.

There are also a few settings with which you
can work that ensure Windows XP is working
quickly and efficiently. For example, you can
speed up your display by reducing the number
of visual effects Windows XP uses to draw
screen elements.

Sometimes getting the most out of Windows
XP is a simple matter of taking care of the
little things. For example, do you find yourself
wasting precious time every time you
accidentally press the Caps Lock key and have
to delete and retype the errant text? If so, you
can avoid the problem altogether by setting up
Windows XP to warn you when you turn on
Caps Lock.

This chapter introduces you to these and many
other techniques for maximizing your Windows
XP productivity.
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CREATE SHORTCUTS

for your favorite programs

If you have a program that you use regularly, you menu and opening a number of subfolders to find
can access the program more quickly by creating a and launch a particular program, you can simply
shortcut. A shortcut is a special file that points to a double-click the shortcut on the desktop.

program. When you double-click the shortcut, You can create as many shortcuts as you want; the
Windows XP automatically loads that program. Windows XP desktop offers a number of features that
Shortcuts become particularly handy when you help you keep your shortcuts organized. And if you
create them in a convenient location. For example, find that you no longer use a shortcut, you can safely
you can create a program shortcut on your Windows delete it without affecting the associated program.
XP desktop. That way, instead of clicking the Start This task shows you how to create and work with

desktop shortcuts.
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@ Right-click the location on your
desktop where you want to
create the shortcut.

@ Click New.
@ Click Shortcut.

The Create Shortcut Wizard
appears.

@ Click Browse.

The Browse For Folder dialog box
appears.

@ select the program that you
want the shortcut to start.

Note: You can also create shortcuts
to documents.

O Click OK.
@ Click Next.
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©® Type a name for the
shortcut.

© Click Finish.
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® An icon for the shortcut appears.

Note: You can also customize your shortcut
icons, as explained in Task #19.

Taskbar Trick!

The problem with adding shortcuts
to your desktop is that other
windows often obscure the desktop,
particularly if you prefer running your
program windows maximized.
However, Windows gives you a quick
method to get to the desktop. Right-
click an empty section of the taskbar
and then click Show the Desktop.

Desktop Trick!

If you frequently use the Windows XP
desktop to store your program
shortcuts, the desktop can quickly
become a jumble of icons that make
it difficult to find the shortcut you
want. To solve this problem, right-
click an empty spot on the desktop,
click Arrange Icons By, and then
Name. This sorts the shortcuts
alphabetically by name.
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TRANSFER YOUR SETTINGS

from an old computer

When you purchase a new computer to replace You can do this by running the Files and Settings
another machine, setting up the new system to use Transfer Wizard. You run this wizard in two stages.
the same settings as the old one can often take a full In the first stage, you run the wizard on your old

day or more. You can save all that time for more computer to gather the settings. In the second stage,
productive pursuits by getting Windows XP to you run the wizard on your new computer to apply
transfer those settings from your old computer and the settings.

apply them automatically to your new computer. (See Note, too, that the wizard can also gather files
the following pages of this task for some examples of  from the older computer, including the contents of

settings.) your My Documents folder, your desktop, and more.

This task shows you how to use the Files and
Settings Transfer Wizard.

GATHER THE SETTINGS FROM YOUR OLD
COMPUTER

"'y Welcome to Microsoft Windows XP @ 1f your old computer is not
running Windows XP, insert the

Windows XP CD on your old
computer.

E’é What do you want to do?

B Lestall Wikdiona X Note: If your old machine runs

|§| Install gptional Windows components Windows XP/ click start, All
Programs, Accessories, System
Tools, and then Files and Settings
[3] Check system compatibility Transfer Wizard.

3| perform ;ﬁm itional tasks

The Welcome to Microsoft
Windows XP screen appears.

@ Click Perform additional tasks.

(%] Exit

@ start| [ welcame to Microsott... « H3EEH

@ Click Transfer files and settings.

' Welcome to Microsoft Windows XP

@ What do you want to do?
[3] set up Remote Desktop Connection
[3] Set up a home or small office network

5 Transl'erhfiles and settings

[-] Browse this CD

[>] View the release notes

E Back

[X) Exit

) start| [T welcome to Microsot... « 43R




The Files and Settings #
Transfer Wizard dialog
box appears.

@ Click Next.

Files and Settings Transfer Wizard

‘Welcome to the Files and Settings
Transfer Wizard

This wizard helps pau transfer Fles and setings am paur old
COMPUIE 10 P0UT NEW 0N
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(%] Exit
) start| ) Welcome bo icrosft W... || 8] Files and settings Tra.. « 49PN

The Which computer is this? dialog box

appears.
and Settings Transber Wizard ] 6 CIICk Old CompUter (O Changes to @ ).
hichcomputes s i O Click Next.

I3 this your e comauker o youn old ora?

© Mew computer
This is the compber | want 1o henser fles and setings o,

Ol camputer
This iz the compubar | wark 1o ransder fles and setlings fom.

Hote: The: old computer can be nanning anp of the ollowing coeraling systems:
“windaws 95, Windows 98, Windows 935E, Windows ME, Wirdows NT 4.0,
“Windows 2000 and 'Windowe #P [32-bit)

(%] Exit

Attention! Attention!

If you do not have a Windows XP CD, follow If your old computer is running Windows XP,
Steps 1 to 5 under the heading “Apply the you can load the wizard by clicking start, All
Settings to Your New Computer,” later in this Programs, Accessories, System Tools, and then

task. Click “I want to create a Wizard Disk in the Files and Settings Transfer Wizard.
following drive” (O changes to @) ). Insert an

empty floppy disk and click Next to create the

Wizard disk. Go to your old computer, insert

the disk, click start, and then click Run. Type

a:\fastwiz.exe and click OK to start the Files

and Settings Transfer Wizard.
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TRANSFER YOUR SETTINGS

from an old computer

What settings does the Files and Settings Transfer Wizard
transfer? For Windows XP customization, the wizard
transfers your old display settings, such as the screen
colors and fonts, desktop background, screen saver, and
so on; your taskbar settings; your mouse and keyboard
settings; your regional settings, such as humber and
currency formats, country location, and installed
languages; and your sound and multimedia settings.

For program settings, the wizard includes the options
and data for Internet Explorer, Outlook Express, MSN
Explorer, Windows Media Player, Microsoft Messenger,
and Microsoft NetMeeting. The wizard also gathers

settings from certain third-party programs, including
the Microsoft Office programs, Microsoft Works,
Netscape, Photoshop, Quicken, RealPlayer, and others
depending on what is installed on your computer.

For the files, the wizard gathers the contents of
several folders, including My Documents, My Pictures,
Desktop, Fonts, Shared Desktop, Shared Documents,
and Quick Launch. It also gathers a long list of
specific document file types, including WordPad
documents, text files, all media files, as well as any
file types associated with your installed third-party
programs, including all Microsoft Office file types.

Select a transfer method.
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(%] Exit
1 start| ) Welcome bo ticrasaft Wi... |81 Files and settings Tra..

The Select a transfer method
dialog box appears.

@ Click the transfer method that
corresponds to how the two
computers are connected

(O changes to @ ).

® If you clicked Floppy drive or
other removable media, click
here and choose the media you
want to use.

©® If you clicked Other, type the
name of the drive or folder in
which you want to store files
and settings.

@ Click Next.

w6 54 PM

What do you want to lranster?
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< Back I Hesls I
(%] Exit
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The What do you want to
transfer? dialog box appears.
Click Both files and settings
(O changes to ® ).

Click Next.
The wizard gathers your files and

settings and saves them to the
location or media you selected.
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Completing the Collection Phase
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Customize It!

You can create a custom list of files and settings
to transfer. In the “What do you want to transfer?”
dialog box, click “Let me select a custom list of
files and settings” ([0 changes to ] ) and click
Next. In the “Select custom files and settings”
dialog box, click Add Setting, Add Folder, Add File,
and Add File Type to add items to the list. To
remove an item from the list, click it and then
click Remove. Click Next when you have
completed your custom list.

Click Finish. o’
® click Fin -
@ Click Exit.

The Welcome to

Microsoft

Windows XP

screen closes.

CONTINUED

APPLY THE SETTINGS TO YOUR NEW COMPUTER
@ On the new computer, click start.

@ Click Files and Settings Transfer Wizard.

The Files and Settings Transfer Wizard
appears.

Note: If you do not see the Files and
Settings Transfer Wizard on the Start menu,
click Start, All Programs, Accessories, System
Tools, and then Files and Settings Transfer
Wizard.

©® Click Next.

Caution!

To ensure that your files and settings are
transferred properly, save any documents on
which you are working and then shut down all
your running programs.
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TRANSFER YOUR SETTINGS

from an old computer

The Files and Settings Transfer Wizard places all the
data into a single file and then compresses that file
to save space. However, even basic system data will
likely have at least a 10MB transfer file, and a
system with lots of files and settings could easily
have a transfer file that contains hundreds or
thousands of megabytes.

With transfer files that big, the first transfer method
you can rule out is floppy disks, which only hold
about 1.44MB each. You are much better off using a
DVD or CD burner, a Zip or Jaz disk, a flash drive, or
some other large-capacity removable storage medium.

The next best transfer method is a direct cable
connection between the two computers using a serial
or parallel cable. You can use the New Connection
Wizard to set this up. (Click start, All Programs,
Accessories, Communications, and then New
Connection Wizard.)

Finally, the best transfer method is via a network.
You can save the settings to a folder, map that folder
as a drive on your new computer (see Task #10),
and then specify the mapped drive when you are
applying the settings.

Which computer is this?

I3 s your news computer ar your o one?
@) Mew compuler
Thiz iz the computer | want o ransder fles and sstlings to.

) 0M computer
Thisiz the computer | wark to lransier fies and seflings fram,

Mote: The old computer can be wneing anp of the lollawing operaling syslems:
Windaws 55 Windows 9B, Windows 38SE. Windows ME. Windows NT 4.0
‘windavs 2000 and ‘windavis KP [32431)

The Which computer is this
dialog box appears.

@ Click New computer
(O changes to ® ).

@ Click Next.

&% 114am

Do you have a Windows XP CD?

o wil dea need o e he wizeed on youl ol compuben, You can silher geals &
wizand disk to uss on your old compuber, or uzs the wizard fom the Windows =P CD.
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()1 wart o create a Wizerd Disk in the follawing diive:
B 34 Flegpy (A

()1 akeady have aWizand Disk.

1 will uza the wizard from the \indows <P CD

(3] dont nesd the Wizsd Disk. | have skeady collacted my fles and selings fram mp
oid compubar.

The Do you have a Windows XP
CD dialog box appears.

@ Click | don’t need the Wizard
Disk (O changes to ® ).

@ Click Next.



The Where are 1
the files and
settings dialog
box appears.

I
==
=

Files and Settings Transfer Wizard

Where aie the files and settings? e e Click the transfer
method that
it T g corresponds to

SisE LT e . _' how the two C@ NT[] N w E @

) Flopay dive or cther remavable meda Compl‘Iters are
B < ke O "B, connected

) Db [for akample, a ramavable dive or natwork ditve) - (O Changes
24 || Buowse. y tO @ )‘

® If you clicked Floppy drive or other
removable media, click here and choose
Ok J_te2) the media you want to use.

©® If you clicked Other, type the name of the
drive or folder in which you want to store
the files and settings.

© Click Next.

The wizard applies the settings and copies
the files.

Files and Settings Transfer Wizard

The Completing the Files and Settings

Completing the Files and Settings

Transfer Wizard o Transfer Wizard dialog box appears.
Vouhwr sy e yos st s | @ This area informs you of the results of the
m?.;?aé':.}‘i’%?a‘i%'.?;:‘ﬁh’iﬂsmlk transfer, including whether the wizard
dives manu; er thiz wazerd is irished: . .
’ failed to transfer any of the settings.
® top 100 on ‘paul 2]
Tolre s e,k (@ Click Finish.

The Completing the Files and Settings
Transfer Wizard dialog box closes.

Important! Did You Know?

If your old computer had one or more third-party  If you want to know how much data the wizard
programs installed, examine the list of files and will transfer, click the “Floppy drive or other
settings to see if any of them refer specifically to ~ removable media” option in the “Select a

those programs. If so, you must install those transfer method” dialog box (O changes to @ ),
programs on your new computer before you and then click your floppy drive in the list. After
apply the files and settings. This ensures that the  you select what to transfer, the wizard
third-party programs work the way they did on determines the total amount of data and

your old computer. displays the total in the dialog box that prompts

you to insert the first floppy disk.
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ADJUST VISUAL EFFECTS

for best performance

You can turn off some or all of the visual effects that
Windows XP uses to display screen elements. This
reduces the load on your computer, which improves
the overall performance of your machine.

These visual effects include the animation Windows
XP uses when you minimize or maximize a window.
For example, when you minimize a window, it
appears to shrink down to the taskbar. Such effects
are designed to help a novice user better understand
what is happening on their computer.

For graphics in general, and the visual effects in
particular, performance is mostly determined by the
amount of memory on the graphics adapter. This is a
circuit board inside your computer that processes the
graphical data generated by Windows XP and
displayed on your monitor. The more memory on the
adapter, the faster it can process the visual effects.

Most newer computers have a decent amount of
adapter memory — at least 32MB — so turning off
visual effects will have little impact on performance.
If your adapter has 8MB or less, turning off visual
effects can improve performance.
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@ Click start.
@ Right-click My Computer.
@ Click Properties.
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The System Properties dialog box
appears.

@ Click the Advanced tab.

@ n the Performance area, click
Settings.
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Customize It!

If you prefer to turn off only certain visual
effects, click “Adjust for best appearance” in
Step 6 (O changes to @ ) to ensure all

the effects are activated. Click Custom

(O changes to ® ) and then click the check
box for each visual effect you want to turn off
(¥ changes to []).

The Performance
Options dialog box
appears.

O Click Adjust for best
performance
(O changesto ® ).
@ Click OK to return to

the System Properties
dialog box. -

Windows XP turns off
the visual effects.

© Click OK.

e
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The System Properties dialog box closes.

Did You Know?

If you do not know how much memory your
graphics adapter has, Windows XP can tell
you. Right-click the desktop and then click
Properties to view the Display Properties
dialog box. Click the Settings tab and then
click Advanced to display the Properties
dialog box for your monitor and graphics
adapter. Click the Adapter tab and then read
the Memory Size value in the Adapter
Information area.
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Ensure Windows XP is

OPTIMIZED FOR PROGRAMS

You can set some options that ensure Windows XP
maximizes the performance of your programs. These
options control two Windows XP tasks: processor
scheduling and memory usage.

The processor (or CPU) is the chip inside your
machine that coordinates all the computer’s activity;
some call it the “brain” of the computer. Processor
scheduling determines how much time the processor
allocates to the computer’s activities. In particular,
processor scheduling differentiates between the
foreground program — the program in which you are
currently working — and background programs —
programs that perform tasks, such as printing or
backing up, while you work in another program.

Memory (or RAM) is a set of chips inside your
computer that constitute the work area of the
machine. Programs and files are loaded from the
hard drive into memory. Windows XP sets aside a
portion of memory as the system cache, which holds
recently used data for faster access. In terms of
memory usage, the bigger the system cache, the less
memory is available for your programs, which can
reduce performance.

This task shows you how to set the processor
scheduling and memory usage to optimize program
performance.

j) My Pickures

' J My Music
arar :I My Computer open
‘3 My Netwark Place  Explre

e windows Madia Flayger saarch,.,
E-' Carkrol Panal Pariags
Set Progrem feoess| Mep Nebwork Drive. .

Defaks Asoonnact Matwork Drbe, .
€)) e endl Suppat.

@ Click start.
@ Right-click My Computer.
@ Click Properties.

Syshem Restoie Automaic Updates
Gered | ComoulerMame | Hadwes | Advanced

Padoimance

o
Usa Probles
Dashihon setfings redated b your gan

Startup and Recovery
Syslem shertup, syzlem Fakrs, and cebugging infaimslion

Selting

Vaiigbles | [ EvoiRepaiig |

The System Properties dialog box
appears.

@ Click the Advanced tab.

@ n the Performance area, click
Settings.



2 Perfarmance Options

R — ~ The Performance
'“‘ TN =] « Options dialog box #

5
B reca] At IR et : appears.
Processor scheduin | Q
ik e o e 4 Click the Advanced tab.
Processor Hme bo nun your programs.
ol _ In the Processor
(& Pragrams () Background servicss g 9
scheduling area, click
Mamory usage - -
B e R 2 Programs (O changes 'DIFFICULTY LEVEL
IO B PR POLE PROGPamS, to @ ). E
Adjust for best perfomance af: | ‘ | | | |
S In the Memory usage
s ey BN * area, click Programs
n i I an area on tf 2t Windows uses 3s
T Evere e (O changes to ® ).
Tekal paging e size for al drives: 182 MB
Click OK to return to
the System Properties
dialog box.

Windows XP applies the
performance settings.

Click OK.

The System Properties dialog box closes.

Syitem Restore | i Updk ' .
T T e T = Note: You can also increase the performance
“oad st be logped o a2 an Adminktrator to make most of tiese changss. " Of individual programs/ as explained in
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Startup and Recoveny
Syslem staiun, system falure, ad debugging irfomation

Sallings

| Erviopment varisbies | | EporRspating |

Did You Know? Did You Know?

There are circumstances where you may If you do not know what kind of processor
be better off clicking the System cache or how much memory your computer has,
option (O changes to ® ) in the Windows XP can tell you. Click start, right-

Advanced tab of the Performance Options  click My Computer, and then click
dialog box. Specifically, any programs that ~ Properties to view the System Properties

are extremely data-intensive can benefit dialog box. Click the General tab and then
from a larger system cache. Such read the information in the Computer
programs include high-end graphics area.

software, video-editing software, and
databases that deal with large files.

Chapter 1: Make Windows XP Faster and More Efficient




ADJUST A PROGRAM'S PRIORITY

for better performance

You can improve the performance of a program by
adjusting the priority given to the program by your
computer’s processor.

The processor enables programs to run by doling out
thin slivers of its computing time to each program.
These time slivers are called cycles because they are
given to programs cyclically. For example, if you have
three programs running — A, B, and C — the
processor gives a cycle to A, one to B, another to C,
and then back to A again. This cycling happens
quickly, appearing seamless when you work with
each program.

The base priority is a ranking that determines the
relative frequency with which a program gets
processor cycles. A program given a higher priority
gets more cycles, which improves the program'’s
performance. For example, suppose you raise the
priority of program A. The processor may give a cycle
to A, one to B, another to A, one to C, another to A,
and so on.

This task shows you how to adjust the base priority
for a given program.

@ Right-click an empty section of
the taskbar.

@ Click Task Manager.

File Cpdons Wew Shut Down
Applcations Fro:essssk rmenee Mztwcrking | Users |

[iem Usage

12,912K

HAE

1,148k

244K

LOCAL SERVICE 2,506 K
HETWORK SERVICE 76K
SYSTEM i 17,184k
NETWORK SERVICE 1,264 K
SYSTEM 1,550k
SYSTEM 1468k
SYSTEM 1,268K
SYSTEM %,2490K
SYSTEM 140K
SYSTEM a2k
Paul 121K
LOCAL SERVICE 13zK
aul 4 3812

Poul zasnk ¥

[CIshaw pracesses fram all users

Commit Charge: L0DS2K ] 31471 -

Frocesses: 21 CPLU Usage: 3%

The Task Manager window
appears.

@ Click the Processes tab.

This list shows all the processes
currently running on your
computer.

Note: A process is anything that
requires processor time. This
includes not only your running
programs, but also the services
and programs that Windows XP
itself uses to perform housekeeping
and other chores.



3 . \‘ . O Right-click the program #

with which you want to

L Windows Task Manager

Fie Options Wew ShutDown Help ' work.
; @ Click Set Priority.
Imags Mam=
g ori @ Click the priority level
' . you want to apply to
R RoRE SERVICE . the program. [DIFFICULTY LEVEL
Seamm X Windows XP adjusts the T S —
SYSTEM § ’ .
smses ST : program’s priority.
LS55 S SYSTEM - .
s s e In this example,
. WordPad’s priority is

increased to
AboveNormal so that
Windows can give the
program more
processing cycles.

Vistart [ B pecurent - warks

@ Click here to close the Task Manager

window.
Fle Opdons “iew ShutDown Help
Processes

cnmc

:xsmtfs'..axs

sponksy.axs

svchast.exe

svihosk, e LOCAL SERVICE

svchoct. e NETWORK SERVICE

svchosk e SYSTEM

svichosk, ee NETWORK SERVICE

svchost.enoe SYSTEM

Laskmor e Paul

|zams e SYSTEM

SEFVICES. BX8 SYSTEM

winkgon. e SYSTEM

corss. exe SYSTEM

NS5 EHE SYSTEM

wicrdpad.eue Paul

dgee LOCAL SERVICE &

SIS, AP Pl Iil . —1

[CIshaw pracesses fram all users

Processes: 21 P Usage: +4% Commit Charge: 100GE0K [ 3147 -
&)=l = 1107 M

Customize It! Did You Know?
After you change the priority of one or If you are not sure which process is
more programs, you may forget the associated with the program you want to
values that you have assigned to each work with, click the Task Manager's
one. To help, you can view the priority Applications tab. This tab displays a list
for all the items in the Processes tab. of your running programs. Right-click the
Click View and then click Select Columns  program with which you want to work
to display the Select Columns dialog and then click Go To Process. Windows
box. Click Base Priority ((] changes XP switches to the Processes tab and
to [/ ) and click OK. This adds a Base selects the program’s process in the list.

Priority column to the Processes list.
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TURN OFF

CONFIRMATION

for deleted files

You can save a step each time you delete a file
by turning off the Recycle Bin’s confirmation
dialog box.

Each time you delete a file in Windows XP, the
Confirm File Delete dialog box appears, asking if
you are sure you want to send the file to the
Recycle Bin. If you find this extra step
unnecessary or inefficient, you can adjust the
Recycle Bin’s properties to turn off the
confirmation prompt.

o

“DIFFICUI.TY LEVEL

More Options!

If you do not want to use the Recycle Bin at all,
Windows XP offers two methods for deleting a file
immediately. If you prefer to delete a file
immediately only occasionally, click the file and
then press the Shift+Delete keys. To delete all
files immediately, follow Steps 1 and 2 to display
the Recycle Bin Properties dialog box, click the
“Do not move files to the Recycle Bin” option

(] changes to [/] ), and then click OK.

Exphre
Emply Recyck: B

Creske Shartat

Properties
i

| Gk | Local Disk (1) | Lacal task ()
| Canfigure drives rdependentty
| (%) Lse ore setting for al drives:

| []Danot mewe Files ko the Recycls O,
| Rizmos Fies immetdiskely when deleked

Hlasiim size of Recyck Bin (percen of each drive]

|
[ peplay delata corfirmaion dialog

@ Right-click the desktop’s Recycle
Bin icon.

@ Click Properties.

The Recycle Bin Properties dialog
box appears.

@ Click Display delete confirmation
dialog (M changes to []).

@ Click OK.

When you delete a file from now
on, Windows XP will not ask you
to confirm.



HEAR AN ALERT ’*

when you press the Caps Lock key

DIFFICULTY LEVEL

You can adjust a setting that tells Windows XP

to beep your computer’s speaker whenever you Did You Know?

press the Caps Lock key. This can be a real You can also activate the ToggleKeys setting by holding
timesaver when you press Caps Lock by down the Num Lock key for five seconds. You hear a
accident. As you probably know, when you beep and the ToggleKeys dialog box appears. Click OK
inadvertently press Caps Lock, it may be a while to keep ToggleKeys turned on; click Cancel to turn
before you realize it, and you end up with a ToggleKeys off. If you want to disable the Num Lock
great deal of typing that has the capital letters shortcut, click Settings to display the Keyboard tab of
reversed. Not only must you delete this text, the Accessibility Options dialog box, click Settings in
but you must also retype it with the correct the ToggleKeys area, click Use Shortcut (7 changes
letters. Hearing an alert when you press Caps to [] ), and then click OK.

Lock means you can avoid this extra work.

@ Click start.
@ Click Control Panel.

The Control Panel window appears.
—— ;:::.:m © Click Accessibility Options.
e = _:'-}mm
1 rty Camputer
W) vy Netwark Places

xxxxx | .
| e s Sumils, Speech,

«)' Y and hudio Devices

€))Lz ard 5ppoct

) Iun’n,- Marags '_) eath
ﬁﬁxa—r Gattings Tt ar '
Wizard

i onioe @ In the Accessibility Options window, click
5 S, — Accessibility Options.
epacatd | Sound ) Creplay | Moves | Gereidl)
e (5) Ir;1 thKe Akc):ceszjibiligy Options dialog box, click
i gnkey by pezang cre the Keyboard tab.
Bl Sidyn (BT Pick a task... Y
e Spr——— O Click Use ToggleKeys ([ changes to /).
epstinhes, of skow he repeat ; E;Tbﬁ.q':;mﬂnﬂm lllll sson, hearmg, snd .
T Saing: e Click OK.
Tanalaay A . e ns .
2 e — or pick giSErisianel © Click here to close the Accessibility Options
ST — sangp ] o m window.
] e e ket hefpin pregrems L Mo . . :
Windows will alert you with a tone when

[E you press the Caps Lock key.
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Force Windows XP to

USE LESS DISK SPACE

You can adjust the settings of three different
Windows XP components to force those components
to use less hard drive space.

Although most of today’s hard drives are quite large,
it is still possible for hard drive space to become
scarce. When this happens, many people try to
resolve the problem by deleting a few files or
uninstalling a program. Unfortunately, in most cases
these remedies only save a few megabytes. With the
techniques you learn in this task, you can easily save
hundreds or even thousands of megabytes.

The three components you work with in this task
are the Recycle Bin, System Restore, and Internet
Explorer. You learn about the latter two components
later in this task.

The Recycle Bin uses disk space to store deleted files
temporarily. However, Windows XP sets aside 10
percent of the hard drive to store these files. On a
20GB hard drive, this represents 2GB. Reducing the
Recycle Bin usage to 5 percent saves you 1GB.

apen
Explare

Enpity Recyds Bin

Crean: Fhorcut

RebUCE RECYCLE BIN Disk UsAGE
@ Right-click the desktop’s Recycle
Bin icon.

@ Click Properties.

Recycle Bin Properties
. i, i
2 obal | Local Disk {3} | Local Disk {013 |
) Coniigare deives indepsrdently
) Liss one setting for ol chives:

[ net mave Flss o the Recrok Bin
Reemave Flas inmedietely when delsted

=3

L0
Iaximum size of Recyde Bin {percent of sach drive)

[ Cisplay dalete canfinmation dizkag

The Recycle Bin Properties dialog
box appears.

® The slider determines the
percentage of hard drive space
allocated to the Recycle Bin files.

Click and drag the slider to the
left to reduce the percentage.

Click OK.

Windows now uses less space for
the Recycle Bin.

© o
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More Options!

You can also reclaim hard drive space

using the Disk Cleanup program. Click
start, All Programs, Accessories, System
Tools, and then Disk Cleanup.

REDUCE SYSTEM RESTORE
Disk USAGE

Click start.

Right-click My
Computer.

i

Click Properties. : 3
‘DIFFICUI.TY LEVEL

|~

The System Properties dialog box appears.
Click the System Restore tab.

©0

Click the drive with which you want to
work.

Click Settings.

©

Caution!

You can save even more hard drive space
by reducing to a minimum the percentage
used by the Recycle Bin. However, this is
dangerous because it also compromises
the effectiveness of this tool. Minimizing
the Recycle Bin's disk space usage means
that deleted files will be stored only for a
short time, so you may not be able to
recover an accidentally deleted file.
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Force Windows XP to

USE LESS DISK SPACE

The other two Windows XP components that you
modify in this task are System Restore and Internet
Explorer.

System Restore uses hard drive space to save its
restore points, which are “snapshots” of your system
state. You can use these restore points to restore
your malfunctioning system to an earlier, working
configuration. By default, the program takes up 12
percent of the hard drive for this purpose, which is
usually enough to store several weeks” worth of
restore points. If you halve this percentage, you still

save enough restore points and you reclaim 1.2GB
on a 20GB hard drive.

Internet Explorer uses hard drive space to store its
temporary Internet files, which are local copies of
Web site files that the program uses to make sites
display faster the next time you access them. The
amount of disk space used depends on the size of
the hard drive and the amount of free space, but you
can generally save a few hundred megabytes by
reducing the disk space usage.

“>

SpemPropertes ________________[?[x]

Drive [C:) Settings

[£:] b the spstem crive. ou cannck tum off System Restore on this crive
vithaut burming £ off an al drives, Ta da this, dick CK ar Cancel ko retum b
the System Restors ba,

D= space s age

o ek ) S R
e readce the numer of r:lerama
Dk space bo se:

M — " M

e y
12 (2400 MB)

8

The drive’s Settings dialog box
appears.

® The slider determines the
percentage of hard drive space
used for the restore points
created by System Restore.

Click and drag the slider to the
left to reduce the percentage.

Click OK to return to the System
Properties dialog box.

Click OK.

Windows now uses less System
Restore disk space.

© © ®

& vy hetwark laces

[ corvrolpanel

St Program feoess ad
el audes

€) tela erd Support

p Search
b T
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REDUCE INTERNET EXPLORER Disk USAGE
@ Click start.

@ Right-click Internet.
@ Click Internet Properties.

Note: If your Start menu’s Internet
icon launches a browser other than
Internet Explorer, click start,
Control Panel, Network, Internet
Connections, and then Internet
Options.



The Internet .
Properties dialog #
box appears.

S @ Click the General

*fow can changa which page fouse foryour hame page. tab.
__[E& Pactiva > e

@ Click Settings.

ijwéll‘;::;-:i:mmhlrumml ae sloed n & special loldst E The Settings C@ N Tn N U E D

i for guick ieming later. | d|alog box
| Deteta Cookies... | | Detete Fles... | | Satings. . a ears.
3 PP

Higtary

Tha Histony fodder corkaing inks to pagee poulve visited, for
muick access bo recentlp viewed pages,

Days lokesppeges nhisoy: |20 1§

[ caom. | [ Fams. | [Languages. | [Acomsbily. |

pply

® The slider determines the percentage of
hard disk space used for the temporary
Internet files.

Settings 4 | @ Click and drag the slider to the left to
S reduce the percentage.

Check For newer versions of stored pages:
& {7 Every wisk ko the page

OEvery e you et ntemet Exgicer @ You can also click here to set the amount
S T of disk space, in megabytes.
i ; [ ] y .
e | e s e | @ Click OK to return to the Internet
e e Properties dialog box.
©® Click OK.
Windows now uses less space for Internet
Explorer.
Caution! More Options!
Avoid reducing to a minimum the percentage If your hard drive uses NTFS (New Technology
used by System Restore and Internet Explorer File System), you can save even more disk space
because this minimizes the usefulness of these by compressing the drive. In My Computer, click
programs. For example, minimizing System the hard drive, click File, and then click
Restore’s disk space usage sharply reduces the Properties to open the drive's Properties dialog
number of saved restore points. This may box. Click the “Compress drive to save disk
prevent you from restoring your computer to a space” option ([] changes to [] ).

previously working state. Similarly, minimizing
the number of saved temporary Internet files can
slow down your Web surfing.
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Disable

FAST USER SWITCHING

You can speed up the performance of your computer
by turning off Windows XP’s Fast User Switching
feature.

Windows XP supports user accounts that enable
different people to log on and use the system with
their own settings for the desktop, display, Start
menu, taskbar, Internet Explorer favorites, Outlook
Express accounts, and their own documents.

The Fast User Switching feature enables a second

person to log on to his or her account while the first
person’s programs and documents remain open but

temporarily hidden from view. (To try this out, click
start, Log Off, Switch User, and then the name of the
user who wants to log on.)

This is a convenient feature, but it comes at a price:
the original user’s open programs and documents
remain in memory, which reduces the overall
memory available for the second user. And because
Windows XP enables multiple users to be logged on
at the same time, each set of open programs and
documents reduces the memory available for all the
users. In general, the less memory available, the
slower your computer will run.
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@ Click start.
@ Click Control Panel.
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The Control Panel window
appears.

@ Click User Accounts.

Accessibility Options



The User Accounts #
window appears.

§ tner ot @ Click Change the way
P | users log on or off.

3] User account types

2 swkchingusers Pick a task...

[] changa an account
DIFFICULTY LEVEL

—

The Select logon and logoff options
window appears.

Related Tasks Click Use Fast User Switching (¥ changes
Select logon and logoff options to 1)

Leam g El;l:el;l:;mwum:scrm o can simphy dick yaur acoount name o log on. For added H M
& Logen oot acaty, o e o o et ot ot Click Apply Options.
Lype & user sccaunt name.

5 Windows disables Fast User Switching.

Tuse Fast User Switching
with Fast User Swikching, wou can quickly ssitch to arother wser account without hasing to
chose any programs, Then, when the: other user is finished, you can switch back b your oen

Pt Note: See Task #79 to learn how to protect
your user account with a password.

© o

+4 Start #- Conirol Panel

Did You Know? Try This!

The reduction in performance caused by Fast ~ Another advantage you gain by disabling Fast
User Switching only occurs on computers that ~ User Switching is the ability to quickly lock
have a small amount of memory: say, 128MB  your computer so that no one else can use it
of RAM or less. If you want the convenience or view what is on your screen if your

of this feature, then you must add more username is password protected. Press the
memory to your system. Ideally, you should Windows Logo+L keys. Windows XP clears
add at least another 64MB for each user. the screen and displays the Unlock Computer
(See Task #4 to find out how much memory  dialog box, which prompts for your account
is installed on your computer.) password.
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DISPLAY A NETWORK FOLDER

as a disk drive on your computer

You can gain easier access to a shared network folder
by displaying the folder as though it was a disk drive
on your computer.

If your computer is part of a network, you can use
My Network Places to view the folders that other
users have shared on the network. This is convenient
most of the time, but there are two circumstances
where it is not. First, if you want to work with a
subfolder, you must open the shared folder and then
drill down through the subfolders until you get the
one you want. Second, if the folder does not appear

in My Network Places, you must open your
workgroup, open the computer that contains the
folder, and then open the folder.

Both of these scenarios are inefficient and time
consuming, particularly if you access the contents of
the folder regularly. To save time, Windows XP
enables you to display any shared network folder as
though it were a disk drive on your computer. This is
called mapping the network folder. The advantage of
mapping is that an icon for the mapped folder
appears in My Computer, so you can simply double-
click the icon to access the folder.
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€)) Hea end Suppat.
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@ Click start.
@ Click My Network Places.

Note: If you do not see the My
Network Places icon on the Start
menu, click My Computer and
then My Network Places.
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The My Network Places window

_ 3 appears.
B
. ©® Click Tools.

@ Click Map Network Drive.
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More Options!

Here is a faster way to open the Map
Network Drive dialog box: Click start, right-
click My Computer or My Network Places,
and then click Map Network Drive.

The Map Network Drive #
dialog box appears.

@ Click Browse.

(DIFFICULTY LEVEL

The Browse For Folder dialog box
appears.

@ Click the shared network folder with
which you want to work.

@ Click OK to return to the Map Network
Drive dialog box.

Customize It!

If you think you will be mapping a different
network folder frequently, you can add a
Map Drive button to the My Computer
toolbar. Click View, Toolbars, and then
Customize to display the Customize Toolbar
dialog box. In the Available toolbar buttons
list, click Map Drive and then click Add.
Click Close. The Map Drive button ([3)
appears on your My Computer toolbar.
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DISPLAY A NETWORK FOLDER

as a disk drive on your computer

Another advantage that comes with mapping network
folders to local disk drive letters is that it can solve
problems that occur with certain programs.

Some software programs — particularly older
Windows programs and MS-DOS programs — are
programmed to work only with local files, meaning
that they cannot handle shared network folders
directly. You can work around this problem by
mapping a drive letter to the shared network folder.
This makes it appear as though the network folder is
part of your local computer, which is almost always
enough to fool these older programs.

Given all these advantages of mapped network
folders, you may decide to use them often.
Remember, however, that you are limited by the
number of available drive letters on your computer.
For example, suppose your computer has a floppy
disk drive (drive A), two hard disk drives (drives C
and D), a CD-ROM drive (drive E), and a DVD-ROM
drive (drive F). This leaves 21 available drive letters:

B and G through Z.
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@ Click here and then click the
drive letter you want to assign
to the network folder.

©® If you do not want Windows XP
to assign the drive letter to the
network folder each time you
start your computer, you can
click Reconnect at Logon
(M changes to []).

© Click Finish.
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Cavtion! Remove It!

If you use a removable drive such as To speed up the Windows XP startup and
CompactFlash memory module, reduce clutter in My Computer, you can
Windows XP automatically assigns a disconnect mapped network folders that
drive letter to such a drive. This often you no longer use. To disconnect a
causes a conflict if you have a mapped mapped folder, click start and then My
network folder that uses a lower drive Computer. In the Network Drives section,
letter (such as D, E, or F). Therefore, right-click the network drive you want to
using higher drive letters (such as X, Y, disconnect and then click Disconnect.

and Z) for your mapped network folders
is good practice.
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