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Windows XP Troubleshooting

A




Boot-up Fails to Start

If there are no lights on the computer:
1. Check the power outlet.
2. Check to make sure the surge protector is on.
3. Check the outlet to make suteere is a power source

Monitor doesndét go on
1. Make sure the power is on and the outlet is working
2. If the power go out intermittently, make sure the power cord into the monitor is
tight

Beep Codes

Usually there is one beep when you power up the com@aaretimes there is are no
beeps but if there are other kinds of beeps, it indicates that something has a problem.
When you boot up and you hear:

21 4 beeps: Memory problem

5 beeps CPU problem

6 beeps mainboard fault

other beeps usually mainboat or CPU problem

Fixing with System Restore

If there are problems after you install or uninstall something or download something, you

want to return to a time when the computer was working better, you may want to use
system restore.
1. Restart the computdut keep tapping the F8 kemtil you see the Windows
Advanced Options menu
Select Safe Mode
Click the Start Button
Select All Programs
Select Accessories
Select System Tools
Select System Restore
Choose a date before the problem

ONOOAWN




Use System Restore

After you've decided to use System Restore to revert your system to a previous state, start
the System Restore Wizard and follow the prompts. To use the System Restore Wizard,
make sure you're logged on as an administrator, and then follow these steps:

1.Click Start, point toAll Programs, point toAccessoriespoint toSystem Toolsand
then clickSystem Restore

2.0n the Welcome screen, cli@estore my computer to an earlier timeand then clic
Next.

3.0n theSelect a Restore Poinpage, select théate from the calendar that shows the
point you'd like to restore to, as shown in Figure 2, and thendbeak

€ Sypntem Nestare

Select a Restore Point
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Figure 2

4.0n theConfirm Restore Point Selectiorpage, verify that the correct restore point
chosen, and then close any open programs.

5.Click Nextif you are ready to proceed or click Back to change the restore point.

6.The computer wilshut down automatically and reboot. On reboot, you'll see the
Restoration Completepage, and then clic®K.

After reviewing the stability of your system, you can choose another restore point or

undo this restoration. Just open System Restore and hak@propriate choice. After

you use System Restore, you'll have an additional tast#to my last restoration on the
System Restore Welcome page. Remember that you'll have to reinstall any programs that
were installed after the restore point.

If System Retore doesn't work in Normal Mode, it might work in Safe Mode. To use
System Restore in Safe Mode, press the F8 key during reboot and choose Safe Mode.
When your computer starts in either Safe Mode or Normal Mode, System Restore can be




used to capture a wking previous state. System Restore can't be opened unless the
system is bootable into one of these modes.

Using the System Configuration Utility

The Windows System Configuration Utility (Msconfig) is a system tool that allows you
to temporarily change the way Windows stagtslisabling startup programs and
services. We continue the discussion of controlling what programs are allowed to run
automatically that was begun on threvious pageHere we show how tose Msconfig.

This useful accessory is present in Windows 98/Me/XP but is not listed in the
Start|Programs menu. The easiest way to access it is to gdtaot|Run and enter
Amsconfigd (without quotes).

= Type the name of a program, folder, document, or
2 Internet resource, and Windows will open it for you,

=
| OK I Cancel I Browse. .. |

I n the window that comes up there is a tah



http://vlaurie.com/computers2/Articles/startup.htm

2 System Configuration Utility

General | SySTEM.INI | WIN.INI | BOOT.INI | Services | Startup |
~ Startup Selection
" Mormal Startup - load all device drivers and services

¥ Process SYSTEM.INI File

¥ Process WIN.IMI File

¥ Load System Services

[ Load Startup Items

{* Lsa Crigingl BOOT, IMI € [Uce Madfed EOGTIN

Click that and you get a list of things that are loadedraatically when you turn on your
computer. On the left of each entry is a check box. Unchecking this box will remove the
item from startup at the next boot of your computer. It does NOT remove the item from
your computer. In the figure below , you can sgamples of some unnecessary functions
such as Quicken "Billminder" that have had their checks removed. The user can still
choose to run the process whenever desired. Also, if you find that you really do want the
thing to load at startup, you can alwaya the check back.

2% System Configuration Utility

General | SYSTEM.INI | WIN.INI | BOOT.INK | Services Startup |

"3 PR OGRA L PANICW-~11POP-LIP, .,

HELFISOF TWARE Microsoftaindomes)

[0 ticrosaft Cffice
[ quicken Startup

G| PROGRA~TIMICROS~21Ofice1 0.,
G| PROGRA~TQUICKENW\QWDLLS. ...

] zonealsm GPROGRA~ I ZONELA~ INEZOMEAL~. ..  Common Startup

B makez bt G\ DOCLME~WICTOR~1\MYDOCU..,  Startup

[ hpetsbis GWINDOWS\System32 spocidriver...  SOFTWAREMicrosoft) Windows\Currer
O aoeclient G\ Program Filesilomegal it oDiskls,.,  SOFTWARE Microsoft\Windows\ Currer
[ navapwsz EPROGRA~TIMNORTOMN- L MORTON. .. SOFTWAREMicrosoft\Windows\ Currer
[ attask “G:\Program Files\QuickTimelattask.e...  SOFTWAREIMicrosoft)Windows\Currer
O silkwinder GIPROGRA~1QUICKEMWIEILLMIND. .. Common Startup

Corenon Startup
Comman Skartup

0 silkrinder GPROGRA~INQUICKENW\BILLMIND. ..  Comemon Startup

O quicken Startup GN\PROGRA~1QUICKENWYOWDLLS,...  Common Skartup

1] | i3
Enatle sl | Dissbleal |

o]

Cancel | Aty | Help




Many PC users are reluctant to make use of Msconfig, however, because they are afraid
of removing something essential. As a general ruls,nty personal opinion that very

few programs are essential at startup. Every system is different but power management,
system tray, anvirus program, and firewall are pretty close to all that many people

need. | feel that most people will miss nothiygrémoving any references to Quicken,
Microsoft Office, RealPlayer, or AOL. Fortunately, there are excellent references that
explain the function of almost anything you are likely to see in the startup list and give
recommendations on whether it is safeeimove. Several are given on thevious page

In addition to the program modules that may be running at startup, there are a variety of
processes called "services" and there is alsb otadisplaying these, as shown in the

figure below.
x
General | SYSTEM.INI | wIN.INI | BOOT.INI  Services | Startup |
Micrasoft Corporation
[F] Apgication Layer Gatew... Microsoft Corporation Stopped
[ Application Management Microsoft Corporation Stopped
Windows Audio Microsoft Corporation Running
E4l Background Inteligent T.., Microsoft Corporation Stopped
[ Computer Browser Microsoft Corporation Running
B4 symantec Event Manager Unknown Rurining
Symantec Password Val... Unknowm Stopped
Symantec Settings Mana... Uinknown Running
[ ndesing Service Microsoft Corporation Stopped
O cligBook Microsoft Corporation Stopped
[ coms+ system Apphcation Microsoft Corporation Stopped =
1| | v
I ride All Microsoft Services Enable Al |  Disableal |

T o ]| cow

There are many essential Windows services and it is may be convenient to look at only
the nonMicrosoft sevices. There is a box where a check can be placed by the setting
"Hide All Microsoft Services", as shown below.



http://vlaurie.com/computers2/Articles/startup.htm

= System Configuration Utility _EI
General | SYSTEM.INI | WIn.II | BOOT.NI  Services | startup |

Service | Essential | Manufacturer | states =

[F] symantec Event Manager Unknawn Ruinming

[F] symantec Password Vak.., Unknawn Stopped

Symantec Settings Mana... Unkniown Running

GhostStartService Symantec Corporation Stopped

Macromedia Licensing Se... Unkngwn Stopped

Norton AntiVirus Auto-Pr... Unknowm Stopped

[#] nNorton Antivirus Firewal... Symantec Corporation Stopped

[#] PCTEL Speaker Phone PCtel, Inc. Rurnning

[F] savscan Symantec Corporation Stopped

[ scriptBlacking Service Symantec Corporation Stopped  —

[F] symantec Metwork Drive... Symantec Corporation Stopped

Symantec SPEECSvC Symantec Corporation Stopped |+

4] | ;IJ
¥ Fide All Mcrosoft Services! Enable Al | Disable Al |

ok | cancd | apy | mep |

You may notice that there are a lot of servicesif Symantec, which is one reason why
Norton software (and other airus programs) can measurably slow down your
machine.(Personally, | disable many of these but the average PC user should not follow
my example without understanding their function antkss youake all the other
precautionghat | follow to defend my machine.)

Actually, for the purpose of managing services, it may be better to use the "Services
Console" and that is disssed on thaeext page

Update from Microsoft

For systems with Windows XP SP2, Microsoft has released an update to Msconfig. It is
available hereThe update adds a Tools tab that allows further diagnostic tools to be
launched from Msconfig. The new version of Msconfig is shown below with the new tab
"Tools" selected.



http://vlaurie.com/computers2/Articles/defend.htm
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#% System Configuration Utility

General || SYSTEM.IMI || WIN.INI | BOOT.INI | Services Starb_lp| Tools |

4

Tool Mame Description o
About Windows Shows the version of Windows currently installed on the system.

Command Prompt COpens a command prompt windaow,

Event Viewer Displays monitoring and troubleshooting messages from windows and ot
Internet Options Internet Explorer Settings.

Internet Protocol Configuration  IPCONFIG is a command line tool used to control network connections or
Metwork Diagnostics Metwork Diagnostics scans your system to gather information about you
Programs Add or remove programs and Windows components.,

Registry Editor Make changes to the Windows registry,

Security Center Configure Automatic Updates, Windows Firewall, and Internet Properties
System Information View advanced information about hardware and software settings.

System Properties View basic information about your computer's system settings. 4
£ | ¥

Selected Command: | C:WINDOWSYregedit. exe |

[ QK H Cancel ]

Troubleshooting Hardware with the Device Manager

Windows XP works with countless different printers, scanners, digital cameras, and other
deviceslt does so with the help of drivers, unique software programs that help your
operating system communicate with individual pieces of hardware. If your computer
starts to freeze, crash, or if a hardware device stops working, you can troubleshoot the
problemwith the Device Manager.

Device Manager shows you how the hardware on your computer is installed and
configured, and how the hardware interacts with your computer's programs.

You'll typically use Device Manager to check the status of your hardware dateup

device drivers on your computer. Advanced users who have a thorough understanding of
computer hardware might also use Device Manager's diagnostic features to resolve
device conflicts and change resource settings.

Note You may need to be logged onasadministrator or be a member of the
Administrators group in order to use some or all of the features in Device Manager. If
your computer is connected to a network, network policy settings may also prevent you
from completing this procedure.




To access Déce Manager:

/Righti click My Computer, click Manage, and then clickDevice Manager The Devic:
Manager opens as shown in Figure 1 below.

I Computer Management

S Fle Action Yiew Window Heb =18] x|
& = m 2
=) Computer Management (Local) - _g HQ-RES-WRK-O1
= g System Tools + 1§ Computer
+ (1] Event: Viewer + < Disk crives
+ §.J Shared Folders + \3 Display adapters
+ Local Users and Groups +-5 DVDJCD-ROM drives
+ performance Logs and Alerts + &) Floppy disk controllers
A Device Manager | + A} Floppy disk drives
- g Storage + 123 IDE ATASATAPI contrcllers
+ @5 Removable Storage +/ » Keyboards
¢ Disk Defragmenter + ") Mice and cxher pointing devices
& Disk Management + % Monkors
. 3& Services and Applications + B9 Network adapters
+ @ Other devices
+ ¥ Ports (COM & LPT)
+ €& 551 and RAID controliers
+ @ Sound, video and game controlers
4+ % System devices
< >

Figure 1. Opening the Device Manager
To view the status of a device:

1.0penDevice Manager

2.Doublé click the type of device you want to view.

3.Righti click the specific device you want, and then cRiloperties.

4.0n the General tab, under Device status is a description of the device status, as
in Figure 2 below.




PC/AT Enhanced PS/2 Keyboard (101/102-Key) Prope... [2 |[X]

General | Driver | Resowces

: PC/AT Enhanced PS/2 Keyboard (101/102-Key)

,—,"”_
Device type: Keyboards
Manufacturer. [Standard keyboards)
Location: plugged ino keyboard poit
Device status

This device is working propetly.

If you are having problems with this device, click Troubleshoot to
start the troubleshooter.

E Troubleshoot... i

[ 0K ][ Cancel ]

Figure 2.Checking status of a device

| f the device Iis experiencing a probl em,
status box. You might also see a problem code and number and a suggested solution. If
you call a support line, this number can be usefutitdermining and diagnosing the
problem.

For information on how to resolve hardware device problems, Tholbleshootto start
the Hardware Troubleshooter.

To install a new driver from Device Manager:

1.0penDevice Manager

2.Doubleclick the typeof device you want to update or change.

3.Right-click the specific device driver you want to update or change.

4 .Click Update Driver to open the Hardware Update Wizard. Follow the wizard
instructions.

Note If you install a new driver and your systdracomes unstable, you can easily
uninstall the driver and reinstall the old driver with Driver Rollback. For more
information, read How to Roll Back a Device Driver.

To uninstall a device:

1C




1.0penDevice Manager

2.Doublé click the type of device thaou want to uninstall.

3.Righti click the specific device you want to uninstall, and then dlioknstall.
4.In theConfirm Device Removaldialog box, clickOK.

When you're done uninstalling the device, turn off your computer, and remove the device
from the computer.

Note Many devices on the market today are Plug and Play, which means when you plug
the device in your computer will recognize it and automatically prompt you to install the
drivers you need. You won't usually use Device Manager to taliasPlug and Play

device. Simply disconnect the Plug and Play device from your computer. You might have
to restart your computer. Check the device manufacturer's instructions for more
information.

Product documentation

For further information aboutsing Device Manager, see the Windows XP
documentation. To access documentation while using Device Manager, press F1 on your
keyboard to go directly to the Device Manager section.

What To Do When .. .Your PC

Freezes
Take These Steps To Defrost Your PC

You're merrily plugging away at your computer when
suddenly everything stops. Your system freezes in its trac
and,try as you might, you can't get it to respond. You haw
no choice but to shut down the system, which means you
lose all your unsaved data. This is a vexing antbaH
common computer problem.

Nearly every system will lock up now and again, but iiiryo
system freezes on a regular basis, you need to pinpoint the cause. This is u
easier said than done because there are so many potential sources of PC fr
The freezes could be the result of either a hardware or software problem, or
possibly a ombination of the two. But with a little perseverance and patience
(and perhaps a lot of experimentation), you should be able to determine wh:
causing your system to misbehave. We'll show you how.

The first thing you should do when your system freézesstart it and see what

happens next. Aimost no PC is immune to the occasional lockup, so it's enti
possible that a particular occurrence may be the exception rather than the r

11




you restart your system and suffer no further freezes ordtesff chalk it up to
an unusual glitch, count your blessings, and don't worry about it.

If your system suffers from PC freezes on a regular basis, even after you rel
your system, clearly there's something going on inside your PC. If the freeze
appeato occur randomly and do not seem to be associated with a particular
program, chances are your PC's hardware is the source of the problem.

mHardware Troubles. Ther are several ways your system's hardware can
contribute to or cause PC freezes, so let's look at some likely possibilities ar
ways to resolve them.

Feeling the heatMost users don't think about the amount of heat their PCs
generate. Processors and ott@mponents continue to get smaller, and smalle
chips generate more heat. The heat from your PC's internal components bul
inside your system's case, and if it gets too warm in there, your PC can free.
Your system's internal components may elvecome damaged if they're expos
to too much heat for too long.

You can combat excessive heat problems by making sure your PC is propel
ventilated. Make sure your system is not pressed against a wall or a desk, a
can stifle airflow from the ca&s Every PC case should have at least one exhat
fan, or barring that, a few exhaust holes in the case that hot air can pass thr

One of the easiest ways to reduce heat inside your PC's case is to replace t
system's IDE (Integrated Device Elgonics) and floppy diskette drive ribbon
cables with rounded cables. Rounded cables usually cost no more than $10
and are easy to install. Simply remove the ribbon cables from your hard driv
floppy diskette drive, and optical drive (or drives, asthse may be) and plug i
the rounded cables. Rounded cables allow for much better airflow inside the
which will help keep your components cool.

You also can add a couple of fans to your system's case, which will draw in
cool air and help ex@ hot air. Case fans, like rounded cables, are inexpensiv
Although a case fan is a little more difficult to install than rounded IDE cable
it's not beyond the ability of most users.

Check your drives.If your system is cool and well ventilated, yoan assume
that excess heat is not at fault for your system's freezes. OId drivers can be
source of many PC problems, including PC freezes, so it's a good idea to ug
hardware drivers on a regular basis.

Windows users can use the Windows Updaatuiiee to check for new hardware
drivers. You should also go to the support Web page for your PC manufactu
check for driver updates. If you've built your own system, you should stop by
Web site of each manufacturer of the major components (imgjude

12




motherboard, video card, and sound card, if applicable) in your system to ct
for updates.

Maybe it's the memory.Your system's memory is another usual suspect whe
PC freezes occur, so we'll check that next.

If you have two memory modules taied in your system, remove one of them
and see if your system continues to freeze up. If it does, replace the memor
module currently in use with the one you removed earlier and try again. If yc
system starts working properly, you know that the memuogule you removed
is at fault and should be replaced. If you still experience PC freezes after us
both memory modules independently, the freezes are probably the result of
another problem. It's very unlikely that both memory modules are defective.
you only have one memory module installed in your system, you'll have to s
a second one to determine if the module you're using is defective. There's a
possibility that you're

simply not using enough memory. If your system only uses 64MB of R,
you like to run a lot of programs at once, you should expand your memory tc
least 128MB.

In the bestase scenario, you'll have a spare memory module or a second P
uses the same type of memory as the system you're troubleshooting (folegxi
PC2700 DDRSDRAM as opposed to PC133 memory), but that isn't always f
case. Try to borrow a compatible memory module if possible, but if that's no
option, you may have to buy another memory module and replace the one y
system is currently using

Check your power supply.We'll suggest one more hardwadrased fix for PC
freezeup problems. An inadequate power supply is atooéirlooked source of
PC frustrations. Most manufacturers outfit their systems with relatively
inexpensive OEM power supe$ that may have enough juice to power your
system when they ship it to you, but may not provide enough power when yi
add more components to your system. Underpowering leads to system inste
You can buy a beefier, higluality power supply for abd$60 to $90. A 350
watt power supply should be adequate for most home users, andha#50
power supply should provide more than enough energy even for extreme
computing needs.

Software On Ice. Software problems are pretty common events, but most
software issues usually result in an error message that provides some clue
the nature of the problem. You won't have that advantage when your PC fre
but with alittle detective work you can usually pinpoint the software issue the
causing your system to lock up.

For example, if you notice that your PC freezes whenever you use a specific

13




application and doesn't freeze when yooweusing that applicationt's pretty
clear where the problem lies. The program may have a conflict with another
program you're running in the background, or it may have a conflict with one
your system's hardware components.

When you narrow down freezags to a particular progm, you should go to the
software manufacturer's Web site and download the latest program updates
patches for the software. The company's support Web page may also have
specific information regarding the program and PC freezes and tips for how
resolve the problem. You may also want to shut down programs that are rur
in the background.

Programs running in the background can occasionally interfere with a progre
you're currently using. Close any programs you're not using and see if your
sysem remains stable. If it does, you may have to update the programs you
frequently run in the background, as well as the program that seems to be tt
source of the PC freezes.

There are times when a particular program simply does not get along with a
spedfic brand of hardware. As we mentioned earlier, you should update youi
hardware drivers regularly. Hardware and software manufacturers usually h
information on their support Web pages regarding conflicts between specific
hardware components and progsamd will either provide a downloadable
patch or stefby-step instructions to resolve those problems.

Keep Your PC Freeze-Free. We've mentioned a couple of mainéace tips
that may help you resolve PC freezes, namely keeping your hardware drivel
software updated. If you do this on a regular basis, you can prevent some P
freezes from occurring in the first place. You should also update Windows
regularly to kep your system in top shape. Gdittp://www.microsoft.conand
click Windows Update on the Microsoft home page. Microsoft will scan your
system and provide a list of updates you can download farwaysion of
Windows.

You should also defragment your PC on a regular basis. Whenever you use
PC, your system moves files from place to place on your hard drive. After av
the files can become so scattered across your hard drive that your PC's
performance will suffer. Defragnenting your PC will fix that problem by
realigning your system's files in a neat and orderly fashion. However, if you
Windows XP, your system may, ironically enough, freeze up when you run t
OS's disk defragmenter utyl. If you experience this problem, restart your
system in safe mode and then run the defragmenter utility.

It seems as though there are nearly Hiesis potential causes for PC freezes,
which is why troubleshooting this problem can make you pull fiaurout.
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Unlike many PC issues, either hardware or software (or a combination of the
two) can result in a freeze. But you can thaw out PC freezes if you follow ou
tips.m

How to use Windows Task Manager

This article describes how to use Windows Task Manager. It also explains how to
perform some frequently used procedures, such as how to start programs, end processes,
and monitor the computer's performance.

Task Manager displays information about the performance of your computer and the
programs and processes that are running on your computer. You can use Task Manager to
start programs, start or end processes, and view a dynamic display of your computer's
performare.

How to Start Task Manager

To start Task Manager, do any of the following:

Press CTRL+ALT+DELETE, and then clidkask Manager.
i

_or_
Press CTRL+SHIFT+ESC.
i

_or_
ZRight-click an empty area of the taskbar, and then dliagk Manager.

How to Quit, Switch to, or Start a Program

TheApplications tab displays the status of the programs that are running on the
computer. To quit, switch to, or start a program, follow these steps:

1. Click theApplications tab.
Do one of the following, asopropriate to the action that you want to perform:
Quit a program.

To quit a program, click the program that you want to quit, and thenkhdk
£Task.

NOTE: When you quit a program in this manner, any unsaved data in that prc
is lost.

Switch to another program.

'&To switch to another program, click the program that you want to switch to, ar
click Switch To.

ﬁStart a program.
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To start a program, clickew Task In theCreate New Taskdialog box, click
Browse, locate and select the progrdhat you want to start, clidRpen, and then
click OK.

NOTE: This procedure is quite similar to starting a program by usingtime
command on th&tart menu.

How to End a Process

TheProcessesab displays information about the processes thatuargng on the
computer. To end a process, follow these steps.

NOTE: Proceed with caution when you end a process. If you quit a program in this
manner, data that has not been saved will be lost. If you end a system process, a system
component may no Iger function properly.

1. Click theProcessesab.
Do one of the following, depending on the action that you want to perform:
If you want to end a single process, click the process that you want to end, ar
ﬁclick End Process
2.
_Or_
If you want to end a process and all processes directly or indirectly related to
right-click the process that you want to end, and then @ik Process Tree

How to Monitor Your Computer's Performance

Click thePerformancetab to view a dynamic overviewof the performance of your
computer, including the following measures:

£Graphs for CPU and memory usage.
£The total number of handles, threads, and processes that are running.
£The total number of kilobytes (KBs) used for physical, kernel, and comarory

My Printer Won't Print

There's nothing more frustrating thapranterthat botches the job. Theinter might
completely refuse tprinta document, or it magrint only a portion of the document or
printa bunch of strange looking symbolstead of the text or graphic you were
expecting. If you run intprinterproblems, you probably have to do more fiddling than
Nero. Look for the following:

e Is yourprinterplugged in and turned 8rMake sure youyprinteris plugged in. If
it is plugged inb a power strip or surge suppressor, make sure the power strip or
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surge suppressor is turned on. If gnmterhas a power switch or button, turn it
on. (Manyprintershave no power switch.)

Does youmprinterhave papét Is the paper tray inserted progerl

Is theprinters online light on (not blinking@) If the online light is off or blinking,
press the On Line button to turn on the light.

Is your program set tprint to a file? ManyPrintdialog boxes have Rrintto File
option, which sends the documéata file on your disk instead of to tpenter.
Make sure this option is not checked.

Is theprint fading? If so, yourprintermight need a new toner or ink cartridge. If
your inkjet cartridge has plenty of ink, check ypuintermanual to determine

how to clean therint head. Inkjet cartridges have some sensitive areas that you
should never clean, so be careful.

If you have an inkjeprinter, check theorint head and the area next to fhrent

head for tape, and remove the talpd cartridges usuallgome with two pieces of
tape on them. You must remove both pieces before installing the cartridge.

Is yourprintermarked as the defayitinter? In My Computer, doubflelick the
Printersicon. Rightclick the icon for youprinterand make sure th&etas
Defaultis checked. If there is no check mark, sefeet as Default.

Is theprinterpause@ Doubleclick thePrintericon in the taskbar, open tReinter
menu and make suRausePrintingis not checked. If there is a check mark, click
PausePrinting

Is the correcprinterport selected In My Computer, doublelick thePrinters

icon and doublelick the icon for youprinter. Click theDetailstab and make

sure the corregtrinterport is selectedl LPT1 in most cases.

Did you get only part of a pa@éaserprintersare weird; theyrint an entire page
at one time, storing the entire page in memory. If the page has a big, complex
graphic image or a lot of fonts, tpentermight be able to store only a portion of
the page. The best fix is to get monemory for youprinter. The quickest fix is

to use fewer fonts on the page and try using a less complex graphic image.

Is it aprinterproblen® If you have a standapttinterthat's connected to your
computer's parallel port, tyyrinting a simple file Ist outside of Windows. Go to
the DOS prompt (choosgtart, Programs, M®OS prompbr Start, Programs,
Accessories, M®OS prompy, typedir > Iptl and pres&nter.This printsthe
current directory list. If iprintsokay, the problem is in the Windowsnter

setup. If the directory does natint or printsincorrectly, the problem probably is
theprinter. (Manyprintershave a button combination you can press to have the
printerperform a self test. Check yoprintermanual.)

If error messages keeps papg up on your screen, Windows might be sending
printinstructions to th@rinterfaster than youprintercan handle them. In My
Computer, doublelick thePrintersicon, rightclick your printers icon, and
choosePropertiesClick the Detailstab andmcrease the number of seconds in the
Transmission Retriext box.

Use the CD that came with the printer or download the printer driver from the
manufacturer and reinstall the print driver. To do this, plug in the printer, when
windows finds it as new harawe, put in the cd and follow instructions or if you
downloaded it, execute the program form your desktop and let it find your printer.
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How to fix a computer that won't start

A computer that won't start is frustrating, but the problem is often easy fhigxsteps

you take to troubleshoot the problem depend on your symptoms. Because different
problems require different troubl eshooti ng
instructions. Instead, click on the link that best describes your problem:

£You log on by clicking your user account, but then you can't open any programs.

£Your computer displays the Windows logo, but fails before you can log on.

£You see "Norsystem disk or disk error," or a similar message.

£Your computer stops immediately after you turn it on or displays nothing on your
monitor.

AYour computer does not turn on.

£You need to perform a repair installation of Microsoft Windows XP.

How to troubleshoot logon problems

After you click yaur user account or type your password, immediately press the SHIFT
key and hold it until your desktop and taskbar are visible. Holding down the SHIFT key
stops programs from loading automatically, and it is probably one of these programs that
is causing yar problem. Once you are able to log on successfully, yogltamge the
programs that run automaticabiyd remove the program that is causing the problem.

How to troubleshoot Windows startup problems

Sometimes Windows begins to load but then stops responding during the startup process.
In most cases, the problem is a new piece of hardware, a new program, or a corrupted
system file. Follow the instructions below toubleshoot the problem. Try to start your
computer after each step. Continue to the next step only if Windows continues to fail
during startup.

To troubleshoot startup problems

1.Restart your computer. Immediately after the screen goes blank for therfespress the
F8 key repeatedly. Th&/indows Advanced Optionsmenu appears. If the menu does t
appear, restart your computer and try again. Use the cursor keys on your keyboard
mouse will not work) to selettast Known Good Configuration, and hen press ENTEF
Windows XP attempts to start.
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indows Advanced Options Menu
Please select an option:

Safe Mode
Safe Mode with Metworking
Safe Mode with Command Prompt

Enable Boot Logging

Enable UGA Mode

Last Enown Good Configuration (your most recent settings that worked)
Directory Services Restore Mode (Windows domain controllers only)
Debugg ing Mode

Disable automatic restart on system failure

Start Uindows Mormally
Reboot

ze the up and down arrow keys to move the highlight to your choice.

2 .If you recently installed new hardware, shut dowarygomputer and disconnect the
hardware. Then, restart Windows XP @araibleshoot your hardwate get it working
properly.

3.Restart your computer and press F8 agHims time, choos&afe Modeand press ENTEI
Windows XP attempts to start in Safe Mode, which does not automatically start prog
and hardware, and displays very primitive graphics. If Windows XP starts successfu
Safe Modeyou can remove any programs or updates you have recently instddel
restart your computer normally.

indouws Advanced Options Menu
Pleaze select an option:

Safe Mode
Safe Mode with MNetworking
Safe Mode with Command Prompt

Enable Boot Logging

Enable UGA Mode

Last Enown Good Configuration (your most recent settings that worked)
Directory Services Restore Mode (Windows domain controllers only)
Debugging Mode

Dizable automatic restart on system failure

Start Windows Normally
Reboot

se the up and down arrow keys to move the highlight to your choice.

4 Additional troubleshooting is possible, but it can be complicated and may require
reinstalling Windows XPContact technical suppdir further troubleshooting assistanc
Alternatively, you camperform a repair installation of Windows XP might solve your
problem. Hbwever, you will lose some settings and need to reinstall updates.
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How to troubleshoot disk errors

The "Nonsystem disk or disk error" message means that your computer could not find
Windows. Follow the steps below and try starting your computer after each step.
Continue to the next step onlyWindows continues to fail during the startup process.

To troubleshoot disk errors

1.Your computer might be trying to load Windows from removable media rather th
from the hard disk inside your computer. Remove any floppy disks, CDs, DVDs,
flash driwes, digital cameras, and memory cards.

2.A portion of your hard disk may be corrupted. You might be able to fix the proble
performing a repair installation ®¥indows XP

3.Your hard disk may have faileGontact technical suppdur further troubleshooting
assistance. If your hard disk has failed, it wiled to be replacedfter you have
replaced your hard disk, you shouéstore your files from a backup

+Top of page

How to troubleshoot hardware problems

If your computer displays an error message within a few seconds of starting, you
probably have a hardware configuration problem. If you see the Windows lagoggd
to troubleshoot startup problem$you see a "Nosystem disk or disk error" message,
you need tdroubleshoot disk errordf you don't even see the startup screen, you likely
have a hardware problem.

Microsoft®

Windows

Follow these steps to troubleshoot a hardware problem that prevents your computer from
starting to load Windows. After each step, restart your computer and attempt to load
Windows. Continue to the next step only if Windosastinues to fail to load.
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To troubleshoot hardware problems

1.If your computer beeps when you start it but does not display anything on your
monitor:

a. Disconnect and reconnect your monitor from your computer.

b. Verify that your monitor's power corsl connected and that your monitor is turne
on.

c. If possible, connect your monitor to a different computer to make sure that yot
monitor works properly.

d. If your monitor works but your computer beeps and displays nothing, your vid
adapter has probpbfailed. If your computer is under warranty, contact your comg
manufacturer for support. If your computer is not under warranty, and you are
comfortable opening your computer's case and replacing internal hargwartegse
andinstalla compatible replacement video adapter. Otherwise, contact a service
for assistance. While replag a part is a nuisance and may be costly, your docurr
pictures, and-enail should be safe and will be available when your computer is fi;

2.If you see an error message that indicates that a keyboard is not present or a ke
stuck, turn off youcomputer and reconnect your keyboard. If the problem contint
replace your keyboard.

3.Sometimes your computer won't start because your computer is not compatible
hardware accessory. If you have recently added a new hardware accessoryrturi
computer off, remove the accessory, and restart your computer.

4 Remove all hardware accessories except your keyboard, mouse, and monitor. If
computer starts successfully, shut down Windows, turn off your computer, and &
hardware accessoryhen, restart your computer. If your computer fails to start, th
hardware accessory you most recently added is causing a problem. Remove the
hardware and contact the hardware vendor for support. You can reconnect othe
hardware accessories.

5.You may lave a loose connector. Turn off your computer, remove all connectors
the outside of your computer, and then carefully push the connectors back in. Lc
stray wires, bent pins, and loosely fitting connectors.

6.If you are comfortable opening yocomputer's case, shut down your computer, ur
the power, and open your computeros
and reconnect all cards inside your
Reassemble your computer before attengpto start it again.

7.If your computer still doesn't start, your motherboard, processor, memory, or gra
card may have developed a problé&ontact technical suppdor further
troubleshooting assistance. While failed hardware can be frustrating, your docur
pictures, and-enail should be safe and will be there when your computer is fixed.

+Top of page
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How to troubleshoot a computer that won't turn on

If your computer does not turn @ryou press the power button and no lights appear, and
there are no beeps or other sodngsu should:

1.Verify that your computer's power cord is connected.

2.Unplug your computeand connect a different electrical device (such as a lamp, &
or a radio) into the same electrical outlet. If the device does not work, the proble
the electrical outlet, not the computer.

3.Contact technical suppdidr further troubleshooting assistance. Most likely, the
computer's power supply has failed. While replacing a part is a nuisance and me
costly, your documents, pictures, antheail should be safend will be there when yo
computer is fixed.

+Top of page

How to perform a repair installation of Windows XP

Performing a repair installation of Windows XP can fix many serious startup problems.
While you should not lose any of your important documents, you might lose settings, and
you will need tareinstall many updates

Before performing a repair installation of WindoX®, you should have both your
Windows XP CD and your product key available.

To perform a repair installation of Windows XP

1.Insert your Windows XP CD into your computer.
2.Restart your computer. If prompted, press a key to start from thR@QID.
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ress any key to boot from CD.

3.When theWelcome to Setugpage appears, press ENTER on your keyboard.

Windows XP Professional Setup

Welcome to Setup.
This portion of the Setup program prepares Microsoft(R>
Windows<{R>» BAF to run on your computer.

To set wup Windows HP now. press ENTER.

To repair a Windows HP installation using
Recovery Console, press R.

To gquit Setup without installing Windows HPF,. press F3.

EMTER=Continue R=Repair FI=Quit
4.0n theWindows XP Licensing Agreemenipage, read the licensing agreement. Press the PA
DOWN key to scroll to the bottom of tlegreement. Then, press F8.
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Windowsz XP Licensing Agreement

END-USER LICENSE AGREEMENT FOR MICROSOFT SOFTUARE
WINDOWS HP PROFESSIONAL EDITION SERUICE PACK 2

IMPORTANT—READ CAREFULLY :

Thiz End-User License Agreement ("EULA"} iz a legal agreement
between you <either an individual or a single entity? and
Microsoft Corporation or one of its affiliates ("Microsoft'>
for the Microszoft software that accompanies this EULA. which
includes computer software and may include associated media.
printed materials. "online" or electronic documentation,. and
Internet—-baszed services {("Software'")>. An amendment or
addendum to this EULA may accompany the Software.

YOU AGREE TO BE BOUND BY THE TERMS OF THIS

EULA BY IMSTALLING. COFYING. OR OTHERWISE

USIHNG THE SOFTWARE. IF ¥OU DO HOT AGREE.

DO NOT INSTALL,. COPY,. OR USE THE SOFTUWARE;

YOoUu MAY RETURH IT TO YOUR PLACE OF PURCHASE

FOR A FULL REFUND. IF APPLICABLE.

1. GRANT OF LICENSE.
Microsoft grants you the following rights provided that
you comply with all terms and conditions of this EULA:

1.10Installation and wse. You may install, use. access.
dizplay and run one copy of the Software on a single
computer, such as a workstation, terminal or other
device ("Workstation Computer'"). The Software may not

F8=1 agree ESC=I do not agree PAGE DOUH=Mext Page

5.When prompted, press R to have Windows XP attenpgair Windows by reinstalling importe
Windows components.

Windowsz XP Professional Setup
If one of the following Windows XP installations iz damaged.
Setup can try to repair it.
Uze the UP and DOWN ARROYW kews to zelect an installation.

= To repair the selected Windows HP installation.
press H.

To continue installing a fresh copy of Windows HP
without repairing, press ESC.

SUTHDOWS “"Microsoft Windows HP Professional®

F3=Quit R=Repair ESC=Don’'t Repair
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The repair and reinstallation process might takeentioain an hour. Eventually, Setup
prompts you to answer questions just as if you were installing Windows XP for the first
time. For detailed instructions, readstall WindowsXP.

Installing Windows XP

Installation process

Installing Windows XP can take up to two hours. To make the process more manageable,
it has been broken up into several sections. When you are ready, install Windows XP:

/Part 1: Begin the installation
/Part 2: Continue the installatit
/Part 3: Complete the installati

Part 1: Begin the installation

1.Insert the Windows XP CD into your computer and restart your computer.
2.If prompted to start from the CD, press SFEEEBAR. If you miss the prompt (it only
appears for a few seconds), restart your computer to try again.

Press any key to boot from CD..

3.Windows XP Setup begins. During this portion of setup, your mouse will not wc
you must use the keyboard. On WWelcome to Setuppage, press ENTER.
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Windows XP Professional Setup

Welcome to Setup.
This portion of the Setup program prepares Microsoft(R)
Windows<R> ¥P to run on your conputer.

To set up Windows XP now. press ENTER.

« To repair a Windous installation using
Recovery Console, press R,

 To quit Setup without installing Windows XP,. press F3.

4.0n theWmdows XP Llcensmg Agreemenipage, read the licensing agreement. F
the PAGE DOWN key to scroll to the bottom of the agreement. Then press F8.

Windows XP Licensing Agreement

END-USER LICENSE AGREEMENT FOR MICROSOFT SOFTWARE
WINDOWS XP PROF ONAL EDITION SERVICE PACK 2

IMPORTANT-READ CAREFULLY
This End-User License Agreement ("EULAY) is a legal
2 4 » an individual . i

¥ n or one of its ¢
he Microsoft tware that accompanies
includes compute 3 tware and may include
printed materi i
Internet-hased
addendum to thi

agreenent
>

ciated |||l11
or electronic docunentation, and
An amendment or
3 ~.nk!,u\u'u_

’ ((II”x'IN, OR OTHFT\UI I
IF YOU DO NOT AGREE.
» OR USE THE

) d 0 YOUR PLACE O

A FULL REFUND, IF APPLICABLE.

. GRANT OF LICENSE.
Microsoft grants you the following rights provided that
you conply with all terms and conditions of this EULA:

llation and use. You may i
and »un one copy of lh(_

The n!! ware mnay not

5 ThIS page enables you to select the hard dISk drive on which Windows XP will |
installed. Once you complete this step, all data on yourdiskddrive will be
removed and cannot be recovered. It is extremely important that you have a re
backup copy of your files before continuing. When you have a backup copy, pr
and then press L when prompted. This deletes your existing data.

6.Press ENTER to seletinpartitioned space which appears by default.
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Windows XP Professional Setup

The following ist shows t} ¢isting partitions and
unpartitioned space on th

Use the UP and DOWN ARROW keys select an item in the list.

To set up Windows XP on the selected item, press ENTER.

« To create a partition in the unpartitioned space, press

e To delete the selected partition, press D,

16379 HB Disk 8 at Id @ on bus B on atapi [MBR)

Unpartitioned space

LR=Insta reate Partition

7.Press ENTER again to seléairmat the partltlon using the NTFS file system
which appears by default.

Windows XP Professional Setup

A new partition for Windows XP has been created on
16379 HB Disk 8 at Id @ on bus 8 on atapi [MBRI.
Thiz partition must now be formatted.
From the list below. 3 a file m for the new partition.
Use the UP and DOWN ARR keys to ¢ the file system you want,
and then press ENTER.

different partition for Windows XP,

the partition using the
the partition 1

X : us ing S
Format the ;m)t:l ion using the FAT file

NITE nce
8 Wmdows XP erases your hard disk drive usangrocess called formatting and thel

copies the setup files. You can leave your computer and return in 20 to 30 mint
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Windows XP Professional Setup

Pleace wait while Setup formats the partition

Partitionl [New <(Raw>] 16370 HB < 16370 MB free?

on 16379 MB Disk 8@ at Id @ on bus @ on atapi [MBRI].

Setup iz formatting...

Part 2: Continue the installation

9.Windows XP restarts and then continues with the installation process. From thi
forward, you can use your mouse. Eventually,Rlegional and Language Options
page appears. Clidkext to accepthie default settings. If you are multilingual or
prefer a language other than English, youdamge language settings after setup

complete
Windows XP Professional Setup = x|
Regional and Language Options
You can customize Windows XP for different regions and languages.

®

Regional and Language Options allow you to change the way numbers, dates,
currencies and the time are displayed. You can akso add support for additional
languages, and change your location setting.

The Standards and formats setting is set to English (United States), and the
location is set to United States.

To change these seltings, click Customize. Customize. ..

Text Input Languages allow you to enter text in many different languages, using
a variety of input methods and devices.

Your default text input language and method is: US kevboard layout

To view or change your current configuration , click Details. Detals...

< Back Next >
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10.0n thePersonalize Your Softwarepage, type your name and your organization
name. Some programs use this information toraatically fill in your name when
required. Then, clicNext.

Windows XP Professional Setup :

Personalize Your Software

Setup uses the information you provide about yourself to personalize your Windowes
XP software,

aé Type your full name and the name of your company or organization.

Name: ITony Allen

Drganization: [Contoso. Inc.

11.0n theYour Product Key page, type gur product key as it appears on your
Windows XP CD case. The product key is unique for every Windows XP install
Then, clickNext.
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Windows XP Professional Setup " x|

Your Product Key Tl
Your Product Key uniquely identifies your copy of Windows XP. [
" O=w PROOUCT KEY: " The 25-character Product Key appears on the yellow sticker

| Emmmmmmmann s on the back of your Windows CD folder.
Type the Product Key below:

Product Key:
IAAAM : |12345 B FYYYY - |12345 B YT

12.0On theComputer Name and Administrator Passwordpage, in the Computer nan
box, type a name that uniquely identifies your computer in your house, such as
FAMILYROOM or TOMS. You cannot use spaces or punctuation. Uf gennect
your computer to a network, you will use this computer name to find shared file
printers. Type a strong password that you can remember Adthanistrator
passwordbox, and then retype it in ti@onfirm password box. Write the passworc
downand store it in a secure place. Clig&xt.
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Windows XP Professional Setup '—:'f

Computer Name and Administrator Password
You must provide a name and an Administrator password for your computer,

" Setup has suggested a name for your computer. If your computer is on a
:')! network, your network administrator can tell you what name to use.

LComputer name: KITCHEN

Setup creates a user account called Administrator. You use this account when
you need full access to your computer.

Type an Administrator password.

Administrator password: |° sscene

Confirm password: I"ONOO

13.0n theDate and Time Settinggage, set yourcomputed s c | oc k .
Time Zonedown arrow, and select your time zone. Chbxt.

Windows XP Professional Setup

Date and Time Settings
Set the correct date and time for your Windows comptater.

~Date & Time
1152] e -
@ | Thursday . February 16, 2006 j | B4148PM =
i~ Time Zone
’ [ (GMT-05:00) E astem Time (US & Canada) ~|
St
v Automatically adust clock for daylight saving changes

< Back

14 Windows XPwill spend about a minute configuring your computer. On the
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Networking Settingspage, clickNext.

Windows XP Professional Setup

Networking Settings

Instaling network software allows you to connect to other computers, networks,
and the Internet,

Choose whether to use typical or custom settings:
L
(+ Typical settings
Creates network connections using the Chent for Microsoft Networks, File

and Print Sharing for Microsoft Networks, QoS Packet Scheduler, and the
TCP/P transpoit protocol with automatic addressing,

(" Custom settings
Allows you to manually configure networking components.

< Back Next >

AY

15.0n theWorkgroup or Computer Domain page, clickNext.
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Windows XP Professional Setup

Workgroup or Computer Domain

A workgroup is a collection of computers that have the same workgroup name. A
domain is a collection of computers defined by a network administrator,

Do you want this computer to be a member of a domain?
[You may need to abtain this nformation from your network administrator.]

I No, this computer is not on a network, or is on a network without a domain.
Make this computer a member of the following workgroup:

[WORKGROUP

" Yes, make this computer a member of the following domain:

< Back Next >

Part 3: Complete the installation

16 Windows XP will spend 20 or 30 minutes configuring your computer and will

automatically restart when finished. When Bisplay Settingsdialog appears, click
OK.

Display Settings | x|

To improve the appearance of visual elements, Windows will automatically
adjust your screen resolution,

17 When theMonitor Settings dialog box appears, clidRK.
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Monitor Settings 3 x|

Windows adjusted your screen resolution. If you can read
» J this text, click OK to continue.

Reverting in 25 seconds , OK m _ | | Cancel |

18 The final stage of setup begins. On Yelcome to Microsoft Windowspage, click
Next.

£ o Nerou
*» Windows

Welcome to Microsoft Windows

Thank you 10r purchasing Mscrosoft Windows XP

Lefs upond o fuw mnutes se8ing up your computer

To conirue, clikk Next @

For help,
click hore or press F1

-

19.0n theHelp protect your PC page, clickHelp protect my PC by turning on
Automatic Updates now Then, clickNext.
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£ o erous
*» Windows

Help protect your PC

YV Automatic Updates, Vandaws can routingly check [ 4 ) L 0% 10¢ your compater and install theer
avtamatically, These updides can inchude » packs

&2 o Help protect my PC by turning on Automatic Updates now

{recommended)

#» Not right now

If you haven bamed on Automatic Updales, your compuer 15 more yainerabie 10 viruses and other secunty
hreaty

‘A
X

®

For help,
entify you or contact you. click vore or press F1
e,

[
=
20Windows XP will then check if you are connected to the Internet:

AIf you are connected to the Internet, select the choice that describes your netw
connection on thiVill this computer connect to the Internet directly, or through
angwork? page. | f youdre not sure, Next ce

o Neross
*» Windows

Will this computer connect to the Internet
directly, or through a network?

YOou can sol up this computer 10 connect 10 the internmet grectly, or throu connecied computers, #fyou have one. In
sither case, YWindows Flrewall helps protect your computer from unauth

YWl this computer connect 10 the Intamet through & notwork

o Yes, this compator witl connect through & 100l area network o home network

@ No, this computer will connect drectly 1o the intemet

You t&n adways cthange this oplion aner you frssh

thck Netweork and Infernet Connections

®

For help,
click hore or press F1

X
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AIf you use dialup Internet access, or if Windows XP cannot connect to the Inter
you can connect tthe Interneafter setup is complete. On thew will this
computer connect to the Interne? page, clickSkip.

v
*» Windows

How will this computer connect to the Internet?

Tho Tollowing aptions are avallabie 1o connect s compuder 1o the inlemel Which oneé would you ke to uae?

o Dwgial sybscriber ine (DSL) or gablo modem
This opSon sllows you 10 usoe your tedephone whide you're ¢
nedwork %0 make the connechion, and you can watch TV
han elephone modems

Local aren network (LAN)
A LAN I$ 2 group of connecied computers and devic I niled area ¢h a6 your home o«
buiding With a LAN, your ¢ Vg = ¢ Intemot e 7 compulor on the netwo

®

For help,
clitk hore or press F1

ko BB pioe [
WR >

21 Windows XP Setup displays tiiReady to activate Windows?age. If you are
comected to the Internet, clickes and then clickNext. If you are not yet connecte
to the Internet, cliclNo, click Next, and then skip to step 24. After setup is compl
Windows XP will automatically remind you tctivate and registgtour copy of
Windows XP.

36



http://www.microsoft.com/windowsxp/using/setup/winxp/network.mspx
http://www.microsoft.com/windowsxp/using/setup/winxp/register.mspx

£ o erous
*» Windows

Ready to activate Windows?

Ta help teduce sofware piracy, please actvalo your copy of Windows now
You don'} need fo give your name or other personal information when you activate Windows,

Iyou wall 10 Sctivate, you can S use Windows, but you will recéive ponodic remanders ARer 20 day(s), you mast activale
Wingows before you can confinie 10 use it

Microsofl is comenitted %0 your privacy, For more information, read it ok Product Ackivation Prvacy
Do you wan! %0 activale Windows now?

5, &clrvade Windows over Bhe Inbarmel now

amind m ery few days

®

For help,
cliek hore or press

€ o [
LY

22 0n the Ready to register with Microsoft? page, clickyes and then clickiext,

i . \.
*» Windows

Ready to register with Microsoft?

Register online with Mcrogofl, and woll nolily you of new products, product updates, ovenls, promolions, and special offérs that
YOu My be inferested in Registration ks optional.

Are you ready (o register onfine with Microsofl?
Q Yes, I'd Mop to reginter with Microsoft now
® No, not 3t this lime

0es not share your mformation

nenl

®

For help,
click hvore or press F1

23.0n theCollecting Registation Information page, complete the form. Then, click
Next.
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£ o erous
*» Windows

Collecting Registration Information
Ta mavn 10 e nesd box, prass TAB on your keyboard

Elrst name
Lasi name

Address

Ciy

State/Province

Ursted Siates

RSN E R ey allen@coroso.comf

®

For help,
click vore or press F1

€ o) o[
.

24.0n theWho will use this computer?page, type the name of each person who wil
use the computer. You can use first names only, nicknames, or full names. The
Next. To add users after setup is complete or to specify a password to keep yo!
account private, readreate and customize user accounts

*» Windows

Who will use this computer?

Type the name of each person wha will uso this computer. Windows will create ale User account or pach person
Can porsonalize the way you wan! Windows 1o organize and display information pour Mes and compuer setting
Custiomeze o geskdop

Your name Tomy Allen
2nd User Michael Allen
o User
4 Usar

T

mes will appear on

Start meny, and hen click User Accoums

Fos help,
click here or press F1

B
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http://www.microsoft.com/windowsxp/using/setup/winxp/accounts.mspx

250n theThank you! page, clickFinish.

£ g Verouo
*» Windows

Thank you!

Congrabulations, you're roady 10 gol Here's what you Just accomplished

You activated your copy of Windows
You registered your copy of YWindows with Miccosoft
Your computor is mnﬂtx.nm for Inlemet accoss

To leam about the axctng nerw features of Windows P, take ™o product Sour. You can also fnd usoful information in the Help and
Support Center. These oplions aco (0¢ated on the Start menu

®

Fos help,
cliek here or press F1

Congratulations! Windows XP setup is complete. You can log on by cligkimgname
on the |l ogon screen. | f youbve instal
disk drive, you can now use théle and Settings Transfer Wizatal copy your imprtant
data to your computer or hard disk drive.

After logon, take a few minutes t@lidate your copy of Windowd/alidation gives you
access to hundreds of free downlofrdsn theMicrosoft Download CentefTo learn
about the new features Windows XP provides, click3tset button, clickAll
Programs, click Accessoriesand then clickiour Windows XP.
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http://www.microsoft.com/windowsxp/using/setup/winxp/migrate.mspx
http://www.microsoft.com/windowsxp/using/setup/winxp/validate.mspx
http://www.microsoft.com/downloads/

THE WINDOWS DESKTOP AND FUNCTIONS

{c) Helpwithpcs.com

-~
.~
g

Recychs Bin fig 1 ' 1
»;%.3 \ Desktop
Icons

Taskbar Clock
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Internet ,_J My Documents
Inkernet Explorer
‘,An E-mail 2) My Recent Documents ¥
2 Outloak Express &
'_-_'j My Pictures
@ Motepad j My Music

B wordPad g’ My Computer
Control Panel

'\ﬁ Printers and Faxes

t_)/] Help and Support
I.) Search

All Programs D

g

sramizineg and Lizineg dne

The Start Menu

The left side of the Start menu contains options for accessing
programs. Notepad and WordPad appear in the area for
recently used programs.

The right side lists common locations for documents as well
as options for changing Windows settings and getting help.

o Move the mouse pointer to each option on the Start menu
for a description. Click Next to continue.

Click thestart button to get the main menu.
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CREATING A SHORTCUT ON THE DESKTOP

Cuztamizing nd Lisiing tne

The Start Menu

Recall that a shortcut menu allows you to perform a number
of common tasks with the selected item.

The Create Shortcut command creates a shortcut and places it
on the Start menu. The Send To submenu offers a way to
create a shortcut and place it right on the desktop.

g Internet ._J My Documents -
Inkernet Explorer | | g Highlight Send To, click Desktop (create shortcut), and
O mai B LSkl | then cick the background to close the Start menu.

d Outloak Express

::‘} My Pictures

79
@ Motepad %0 Windows Catalog

‘u Windows Update
’2 WhordPad

e

Accessibility 3

Comrmunicakions 3

Enter Open »

Syste  Runas... 1

Games > Addre  Fin to Start menu

Skartup 4 Calcu 2] Compressed (zipped) Folder
é Inkernet Explorer Comnl Cut @ Deskkop (create shorkcuk)
W MSM Explorer Nokep  “OPY 1 Mail Recipiert

lﬁ Outlook Express Paint|  Create Shorkcut E} Iy Documents

.. Remote Assistance Pror Delete J4, 31 Floppy (A2

Rename

@ Windows Media Player

All Programs ‘ :& Windows Messenger
'| Log Off @| Turn <

Synch
Sork by Mame

Propetties

Taur |

egesvBacogoom

ﬁ'k Windows Mavie Maker
A wordpad . 1200 FM

To create a shortcut on the Windows XP desktop from the start menu, do the following:

Click the Start button

Sekct All Programs

Click Accessories

Right-click Windows Explorer to open the short cut menu
Click Desktop (to create short cut)

c-CcCCcCCcCC

And the shortcut now appears on the desktop!

CUSTOMIZING THE START MENU

You can customize the Start menu for easy access tdaaarite programs. The left side

of the Start menu is separated into two parts. The programs displayed above the separator
line comprise the pinned items list; the programs below the separator line comprise the
frequently used programs list. The prograsnghe pinned items list remain there and are
always available. By default, Netscape and Netscape Mail are currently included, but
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you can change these to a different browser am@iéreader. You can also add more
programs to this list.

To display a ppgram in the pinned items list:

1. On theStart menu, clickAll Programs, thenStandard Software

2. Rightclick the selected program from the Standard Software list. @litiko
Start menu. The program will appear on the Start menu.

3. You can remove a prografrom the pinned items list by riglticking the
program and then clickingnpin from Start menu.

To change your Internet browser anthail program:

1. Rightclick theStart menu button, then seletoperties. The Taskbar and Start
Menu properties diatpbox will appear.

2. Select theStart Menu tab. Select th&tart menu radio button, then click the
Customizebutton. The Customize Start Menu dialog box will appear.

3. Select theGeneraltab. In the Show on Start menu box, selet#rnet: andE-
mail:, thenselect the appropriate browser or reader from thedmviin menus.
Click OK.

NOTE: Changing your Internet and-Bail options in the Start menu does not change the

behavior of the default browser.

To search for a file or folder:

=

Click Start, and then otk Search
2. In theSearch Companiondialog box, clickAll files and folders.

3. Type part or all of the name of the file or folder, or type a word or phrase that is in

the file.
4. IntheLook in box, click the drive or drives, folder, or network location thai y
want to search.
5. Choose one of the following options:
1. Click When was it modifiedto look for files that were created or
modified on or between specific dates.
2. Click What size is itto look for files that are specific size.
3. Click More advanced optionsto specify additional search criteria.
6. Click Search

Show hidden files and folders (XP)
Views: 9,502/ Last Updated: September 21, 2(

Double Click onMy Computer.
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o2

by Computer

Click onTools > Folder Options...in the menus.

' My Computer M=l E3

|File Edit “iew Favortes | Toolz  Help

bl ap Metwark Drive...
Digconnect Metwork Drive. ..
Synchronize. ..

EOrETnm=Enm—-

Enables pou to change settings. Folder Options. ..

Click on theView tab.

SelectShow hidden files and foldersunderHidden files and folders

Click theOK button.

Note: If you are an advanced user you may want to remove the checkdfden
protected operating system files
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Folder Options E |

General Wiew | File: T_I,Ipesl Ofline Filesl

— Falder views
'ou can apply the view [zuch az Detailz or Tiles] that
yoll are wzing for thiz folder to all folders.

Apply to All Folders Feset All Folders

Advanced zettings:

7 Files and Faolders =
Autoratically zearch for netwark, folders and printers
Dizplay file zize infarmation in folder tips
Dizplay zimple folder view in Explorer's Folders list
O Dizplay the contents of spstem folders
Dizplay the full path in the address bar
O Dizplay the full path in the title bar —
O Do not cache thumbnails
[ Hidden files and folders

{3 Do not show hidden files and Folders

k Show hidden files and folders

Hidke extenszions for known file types

Hide protected operating spztem filez [Recommended) j

Rezstore D efaults |

0k, Cancel | Apply |

EOMETAm=ECT—-

FILES AND FOLDERS
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Yorking witn Filesand Foldais

Windows uses files to store = % Local Disk (C:}
information on your computer. = [Z2) Documents and Settings
Files can store programs, # () All Users
settings, shortcuts, documents, = () Sarah

pictures, music, and video. () Cookies

Program files are used to run

applications, such as Microsoft Word. Data files are generally
created by a specific program and contain visible information,
such as a word processing document.

Professional

L 2

Recycle Bin

& 12:00PM

To start looking at your files, Click the Start menu, select My Computer and you will see
the following:
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4 My Computer QD
e

File Edit VYiew Favorites Tools Help w5

\) l\_;) l’ ):\ Search || Folders v

Address | ' My Computer ¥s I Go
Files Stored on This Computer

System Tasks

View system information

:’Q Add or remove programs

{3 Change a setting
Hard Disk Diives

Other Places

. e = a Local Disk (C:) %‘;E—‘- Local Disk (D:)
& My Network Places

(=3 My Documents
() Shared Documents Devices with Removable Storage

{3 Control Panel

_ DVD Drive (E:)

H 3% Floppy (A:)
S

Details

My Computer
System Folder

{1 BRI

rputer ,; 12:00 PM
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4 My Computer,

File Edit ‘Wiew Favorites Tools  Help 'l.;'

<) e lm: /_\J Search || Folders v

Address

¢ My Computker

Files Stored on This Computer
System Tasks

e a1

Wigw system informatian /J Shared Documents —;J Sarah's Documents
;_‘; Add or rermove programs L l

@ Change a setting
Hard Disk Drives

b

Other Places

l;-' a Local Disk (C:) w Local Disk (D]

\-':J Iy Metwork Places
D My Documnents

[) Shared Documents
E} Contral Panel

Devices with Removable Storage

H 314 Floppy (A:)
T

Details

el Fole

My Computer
Syskem Folder

Icons representing the various drives, files, and folders on
your computer are displayed in the right pane of the window.
Links to common tasks and other locations are listed in the
left pane of the window. To see the contents of any drive, file,

or folder, double-click its icon.

| | Double-click the Local Disk (C:) icon. I
NpUEEt — R — M ——
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== Local Disk (C:)

File  Edit

@Back 2 J

Wiew  Favorites

Help

l.ﬁ pSearch [l Folders I|v

Tools

Address |<ee C

System Tasks

Shaow the contents of this
drive

;':) Add or remove programs
IIJ Search faor Files or folders

Other Places

i My Computer

My Documents
|3 Shared Documents
& My Hetwark Places

Details

Click

These files are hidden.

This folder contains files that keep your system working propetly.
You should not modify its contents.

Show the contents of this folder

Warking with Filesand Foldeis

|

| HNotice that the options in the left pane change as you explore
your computer. Clicking the first option will display the
contents of drive C.

Computers store information as files on . .

y , and . There may be thousands of files
on your computer. In Windows, files are arranged in a layered
fashion and are organized using folders.

A folder contains a group of files that are stored in a single
location. Folders can contain any type of file as well as other
folders.

Click Show the contents of this drive. I

nSthhmwenthe of
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== Local Disk (C:)

File Edit ‘iew Favorites Tools  Help s
Q Back - | ir 7~ Search Folders E\v
Address |<ee Ci A4 ' Go
System Tasks /J Documents and Settings /J Program Files
Hide the contents of this
drive —
;") Add or remove programs /J WINDOWS

,_) Search for files or folders

File and Folder Tasks

7 Make a new folder

& Publish this folder to the
Wieh

&4 Share this Folder

Other Places G E R Warking wiitn Filesand Foldars

o My Computer Introduction to Files and Folders

B My Docurnents
By default, drive C contains just three folders. These folders
i | Shared Documents . .\ N N
contain all of the other folders on the drive, including a My
Documents folder for each user name.

“3 My Metwark Flaces

Folders that contain other folders are called parent folders.
Folders contained within other folders are called nested
folders, or subfolders. You can create as many folders as you
need to organize your files.

Details

iy Stant ™ |oca e —

Doubleclick Documents and Settings
Doubleclick the user folder

Doubleclick My Documents

Rightclick one of the files and click Open

.

WINDOWS TIPS AND TRICKS #1

Shutdown Windows XP Fast

While Windows XP is certainly no shah in the speed stakes it does, like previous
versions, have a tendency to drag its heels when it comes to shutting down. The reason
for this is that the system has to close down all of the services running in the
background. Un f alwayswclosa doer ag quicklylasetlyey shauld. 8d
give them time to do so, Win 2k is configured to wait a specified period before shutting
down. The amount of time given is set in the registry and by modifying it Windows can
be forced to shutdown more quigk This is done as follows:
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I Open the registry editor by typing “regedit” in the Run box.

Find the following key:

HKEY LOCAL MACHINEAYSTEM/CurrentControlSet/Control

B LR Ve Forkes heb

3 3B My Computer

i (i MKEY_CLASSES ROOT
& E2H HKEY_CURRENT ListR
= 3 HEEY_| OCAL_MACHINE

iy o
CurventLiser 2657 .~ USERNAME

il HAROWARE

5 Sam

FystamatartOplons REG FASTOETEC™
Wet TokliService, : 52 20000 —
i SECLRITY e

$i 3 soFTwaRe -
u B srstm

4 i Conbrotseta

& {3 Conrotsmnz

3 (3 ControSmuds

s {1 Hardwars Profies
& £33 Sorvicas
(2 Mountadieiaes
] solec:

6 (53 Sotup

R

Cdit String

" Yalse name:
il T oK S eviceTimeout |
Yalue data
1000 |
ST J{ Cacel ]
\

~

3 Click Control

4 Right click “Wait
ToKillService"

5 Select Modify

6 In the Value data box enter a lowet number such as 1000

Now you will find that XP shuts down much quicker.
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Kill Your Applications Instantly

This tip can
also be
implemented
for individual
users by going
to: HREY_CURRENT_USER,
Control Pane!\ Desktop.

This may sound somewhat drastic but it can be extremely irritating
when certain applications insist on taking their time to close down.
When this happens a dialog box will appear prompting the user to
either end it now or to wait.

However, by enabling a registry value called AutoEndTasks, non-
responding applications will be closed without any user
intervention. This is known as Forced Exit.

I Open the Registry editor (Start, Run, type “regedit” in the box)

2 Navigate to: HKEY_USERS\. DEFAULT\Controf PanehDesktop

3 in the right hand window locate the value AutcEndTasks

4 Registiy Lditer

REG_SZ (wahue ok 5et)
... REG_DWORD D:00000600 (1}
o
REG_DWORD! Jx00000001 £1)
REG.SZ L
REG_57 ?
REG_SZ 3

CursorBinkRate REG_SZ 530

w (3 Powerchy Dragfulwindows  REG_SZ 1

3 Sermen Sawer. 30 FiyingObj 2] oragHeight REG_57 4

(5 Screan Saver.30Pipes [#oraguictn REG_ST 4

(2 don foac
# 4 tnput Method
& {59 Interriational
. {5) Prars
. (2] Keybasrd

{3 Soeen 2B REG_SZ 2
‘2 Screen Saver.Marques Font3repothingType REG_DWORD ®00000003 1)
Eid Soreen Saver. Mystify flForagroundrlash... REG_DWORD 0HB00G003 [3)
{53 Scremn Saver, Sideshzw ForegroundlackT... REG_DWORD D030cH0 {200000)
15 Scrmen Saver Sters Gromanuarky  REG_S2 o
b lHunghonTimecut  REG ST 500
@I Environment P

My CompuberirKEy CLRRENT, UISER\Control PanshDesitng

4 Right click AutoEndTasks, select Modify and in the Value data

box enter "

Lok 1 Cancet |

Reboot for the change to take effect.

Speed Up Your Start Menu
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| Open the Registry (Start, Run and type “regedit” in the box)

2 Find the following key: HKEY CURRENT_USER\Control
PanehDesktop. Click Desktop and locate MenuShowDelay in

the right hand window as shown below.
A

i Registry Editor

Ela Edt View Favorites Help
£ Control Paree! Type
2 (13 Accessibity’ : %uwaﬂmmt REG_S2 o ‘
& C-] Agpearay’e [@MerushowDelay  REG_SZ o
% EE‘;;{ i E‘]Orgmu\Wel\paper PEG_SZ
3 Curds [f)rantDeskiopWers., REG_DWIORD Ox00m0AND {0}
- {ablpattern Upgrade  REG_SZ TRUE
{23 &dstom Cofors
Gy {BPowercifactve  REG ST ]
{7 I3 dontlosd EBpowerciifmedut  REG_SZ 0
& () 1 Method ABscreensavedctive  REG_SZ 1
% [ Intstnational @B5creensaverTsse.. REG_ST i
(2 IoProcs [#BscreensaveTims. . REG_SZ 600 E
5 Keyboard [aBJsCRUSAVE.EXE  REG_SZ D\ WINDOWS)| System32iagon s |
& 3 Micrasoft Input Devicess [aByTilewallpaper REG_SZ i
E_] Mouses Bﬂuserpvafsranca; .. REG_BINARY 9c 320780
(51 Patterns [BweaitTokilbppTim... REG SZ 26000
i [ Powarcig [ walpapar REG_57
(23 5creen Saver. 3DFlyingChi [aB]wakpaperstyle REG_5Z 2
(2 Scraen Saver.3DPipes a8 REG S
(51 Screen Saver Bezier ¥ < i
My Computer\HKEY_CURRENT, USERYCorkrol Panef{Deskiop

3 Right click MenuShowDelay, select Modify and in the Value data
box enter any number between 0 and 400.

400 is the default setting so if you choose any number below this
you increase the speed of the Start Menu.

Experiment a bit here. If you choose a low number you may find
it’s a bit too fast for your liking.
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Add Items to the Send To Menu

As a safety
q

measure, afl
versions of
Windows wilf
by default hide
ertain folders. In the main
hese are system folders
vhich contain important
ata. The average user has
0 need to access these
Vders, If they should do so
wut of curiosity perhaps)

d start meddling about.,
ey can cause darmage to
eir system,

The Send To folder

opens to be one of these
1den folders in XP (it

$n't in previous Windows
sions). So, before you can
1 ftems to it. you first

d to “uncover” jt as
cribed in step 7.

The Send To menu provides a very useful method of sending a file
to an application not usually associated with that file type and
simultaneously opening the application. Typical examples are
opening a Notepad document in a word processor or a Word
document in a webpage editor such as FrontPage 2002.

To do this, all you have to do is right-click on the document,
highlight Send To and then click the application. It will then
automatically open the document ready for use.

To illustrate how to add an item to the Send To menu, we will add
an option for Sending to Microsoft Word. Do it as follows:

’ From the menu bar of any open folder, click Tools, Folder Options
and View. Here you will see a category called Hidden files and
folders. Check Show hidden files and folders

2 Go to Start, All Programs, Microsoft Word. Right-click the icon and

select Copy

3 Open your hard drive and €0 to Documents and Settings. Locate

the folder named Owner, open it and find the Send To folder.
Simply right click this folder and then click Paste

4 Now right click any document, highlight Send To and you'll have

the option of sending it to Word. You can also add other
applications in this way

A
-

i8] Conbi{pressed (zipped) Folder

@ Desk\;op (create shorteut)
H \

. Mail Récipient

Create Shortcut ;) My Doctyments

Copy

Delete

" B Microsoft Word
Rename ¢

. i & 3% Floppy (a:)
Properties
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Automatically Delete Files

Exercise caution
when
automatically
deleting files as
it’s all too easy
to simply make a mistake
and delete the wrong file.
Remember, if you do, you
will not be able to get it
back. Although XP will not
allow you to delete essential
system files, it will quite
happily trash your data files
such as Word docurnents.,

There are third-

"°'?‘ party utility

\ programs on
the market
which can

retrieve or “undefete”
mistakenly deleted files.
Examples are Norton
System Works and Nuts &
Bolts. Programs of this type
also offer a whole host of
other useful tools.

Another way to
bypass the
Recycle Bin, is
to simply hold
down the Shift
key as you click Delete.

The Recycle Bin is provided by Windows as a safety measure to
prevent people deleting stuff by accident and to also give them a
second chance should they have a rethink.

However, unless the Recycle Bin is cleared out periodically, the
data it contains can mount up to sizable proportions.

To prevent this there is a way to bypass it completely although this
means that once deleted, a file is gone for good.

This can be set up as follows:

I Right click the Recycle Bin and select Properties

Recycle Bin Properties I ‘7H~)Z|
“ ; g B 2 Check the box

: hich reads Do
< . / W
O Configure drives independen -
{® Use one EM

T
[35% hot move files to the Recyde Bin.
Remove files immediately when deleted

"Global | Local Disk (1) | Local Disk (0|

not move files to
the Recycle Bin.

Y

10%
Maximum size of Recyde Bin {percent of each drive)

i

Display delete confirmation dialog

o e ) o )

You can also prevent a confirmation message from appearing each

time you delete a file, by unchecking this

From now on, whenever you delete a file, that's it. It's gone for
good. Just be careful if you decide to select this option
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COPYING Files in Windows XP

To copy files and folders to a CD

1.

Insert a blank, writable CD into the CD recorder.

. OpenMy Computer.

Click the files or folders you want to copy to the CD. To select more than one file,
hold down the CTRL key while you click the files you want. Then, ukder

and Folder Tasks click Copy this file, Copy this folder, or Copy the selected

items.

If the files are located in My Pictures, undRcture Tasks click Copy to CD or
Copy all items toCD, and then skip to step 5.

In theCopy Itemsdialog box, clck the CD recording drive, and then cliCeopy.

In My Computer, doublieclick the CD recording drive. Windows displays a
temporary area where the files are held before they are copied to the CD. Verify
that the files and folders that you intend to cepthe CD appear und€iles

Ready to be Written to theCD.

Under CDWriting Tasks, click Write these files toCD. Windows displays the
CD Writing Wizard. Follow the instructions in the wizard.
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Notes:

o To open My Computer, clicktart, and then ck My Computer.

Do not copy more files to the CD than it will hold. Standard CDs hold up to 650
megabytes (MB). Highcapacity CDs hold up to 850 MB.

Be sure that you have enough disk space on your hard disk to store the temporary
files that are eated during the CD writing process. For a standard CD, Windows
reserves up to 700 MB of the available free space. For adaghcity CD,

Windows reserves up to 1 gigabyte (GB) of the available free space.

After you copy files or folders to the CR2,is useful to view the CD to confirm
that the files are copied. For more information, ciRedated Topics

To stop the CD recorder from automatically ejecting the CD

1.

2.

3.

OpenMy Computer.

Righti click the CD recording drive, and then cliekoperties.

On theRecordingtab, clear théutomatically eject the CD after writing check
box.
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Copying Files: Copy and Paste Option

Files copied through Windows Explorer cannot be pasted into files
(e.g., a Microsoft Word document).

1. Select the filghat you want to copy

2. From theEdit menu, selecCopy
OR
Right click» selectCopy
OR
Press Ctrl ] + [C]

3. Select the drive/folder where you want the new copy placed

4. From theEdit menu, seledPaste
OR
Right click» selectPaste
OR
Press Ctrl ] + [V]

5. If necessary, adjust the filename (Bemaming Files

Copying Files: Drag and Drop Option
1. Locate the file that you want to copy

2. Adjust theFolderdDrive listing so you can see the néveation
for the file

3. Do one of the following:

a. If the new location is on different drive (e.g., hardirive
to floppy), drag the file to the new location

b. If the new location is on theamedrive (e.g., hardlrive to

another location on hadrive), hdd down [Ctrl ] and drag
the file to the new location

£ \oving Files

Moving files is useful when you watd rearrange your files to create
better file organization.
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To move files, you can use a method similar to copying text. The process
is similar if you are moving files to the haddive or to another floppy
diskette.

Moving Files: Cut and Paste Option

1.

2.

Select the file that you want to move

From theEdit menu, selectut
OR

Right click» selectCut

OR

Press Ctrl ] + [X]

Select the drive/folder that you want the file moved to

From theEdit menu, seledPaste
OR

Right click» selectPaste

OR

Press Ctrl ] + [V]

If necessary, adjust the filename (S&maming Files
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My

To move files by dragging ‘”f

1. Open @ Wwindows Explorer,

2. Find the file ar folder you want to move,

3. Make sure the destination for the file or folder you want to
move is wisible, For example, if you are moving a file from the
My Documents folder to the desktop, you might need to resize
Windows Explorer so the desktop is visible,

4, Draq the file or folder to the destination.

[¥ Notes

® To open Windows Explorer, click Start, point to Programs,

point to Accessories, and then click Windows Explorer.

If vou drag an itern while pressing the right rmouse button, vou
can move, copy, or create a shortcut to the file in its new
location,

To copy the iterm instead of moving it, press and hold down
ZTRL while dragging.

If vou drag an itermn to another disl, it is copied, not moved, To
rmaove the item, press and hold down SHIFT while dragging.

Dragqging a program to a new location creates a shortout to that
program. To mowve a program, right-click and then drag the
program to the new location, You must be logged on as an
administrator to move a program,

Renaming Files: Menu Option

1.
2.
3.
4.

Select the file that you want to change the name of
From theFile menu, slectRename
Type the new file name

Press Enter]

Renaming Files: Mouse Option

1.

2.

Select the file that you want to change the name of

Click again on the filename
OR
Right click» selecRename

6C




A box appears around the filename.
@paraﬁ.duc

- [parab.docll

@ paraf.doc

3. Type the new filename

4. PressEnter]

@%Deleting Files

Deleting files is an easy way to free up space on your diskettes and disk
drives. Any file that is no longer needed should be deleted. If you are
deleting files from a floppy diskette, you need to make sure you are
deleting the correcilé. You will see a confirmation dialog box, but you
cannot recover the file once it is deleted. If you are deleting files from the
harddrive, they are placed in the Recycle Bin and remain there until the
Recycle Bin is emptied. You caacover files from the Recycle Bin

before it is emptied.

Deleting Files: Menu Option
1. Select the file that you want to delete
2. From theFile menu, seledDelete

3. If you receive a confirmation dialog boverify that the correct file
is being deleted:

a. To confirm, clickYES
b. To cancel, clickNO

Deleting Files: Keyboard Option
1. Select the file that you want to delete
2. PressDeletd

3. If you receive a confirmation dialog box, verify that the correct file
is being deleted:

a. To confirm, clickYES
b. To cancel, clickNO
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