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Preface 
Welcome to Alan Simpson’s Windows XP Bible. 

Professional Edition versus Home Edition 
Microsoft Windows XP is the latest version of the widely used Windows operating system. This book 
covers both the Professional edition and Home edition of Windows XP. On the surface, the two editions 
are virtually identical. Skills you learn on one edition will carry right over to the other edition. The 
Professional edition offers some extra tools that are of interest to professional corporate system 
administrators and network administrators. The Professional edition is the only one to support the use of 
multiple monitors, however, which might be of interest to home and small business users as well. If 
you’re wondering which version to buy, you might want to review Chapter 34, which covers the features 
of the Professional edition that aren’t available in the Home edition. 

 
Who Should Read This Book 
This book is written for people who are not professional computer programmers or corporate 
administrators. It’s written for that enormous class of people commonly referred to as users in the 
computer biz. These are people whose job requires them to use a computer as an adjunct to their “real 
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job,” which isn’t necessarily computer science. I think it’s safe to say that about 99 percent of the jobs in 
this world fall into that non-computer science category. 
Of course, plenty of people just enjoy using their PCs at home. Or, at least, would like to start enjoying 
that PC at home. This book is certainly not “all work and no play.” You can do tons of fun and creative 
things with Windows XP. And this book covers them all in considerable depth. So if you’re just looking to 
get the most from your home PC, you’ve definitely come to the right place. 

 
No Experience Required 
This book is not an “upgrade” book for people who already know some earlier version of Windows by 
heart. Even if you’re new computers and don’t know a megabyte from a turtle dove, you’ll do just fine.  

 
Features of This Book 
Like most books, this one has the standard table of contents in the front and an index at the back to 
help you find information on an as-needed basis. Within chapters, lots of pictures and step-by-step 
instructions are provided to speed your learning and help you get the most from your PC as quickly as 
possible. The chapters are grouped into parts dealing with specific features, as follows: 

Part I: Know This or Suffer 

This part covers all the basics of opening and closing things, finding stuff, navigating your computer, 
getting instant help, creating shortcuts, and more. If you’re a newbie, this is the stuff you really need to 
know to get started. 

Part II: Becoming an Internet Guru 

The first chapter in this part tells you everything you need to get online and start using the Internet. 
Then you learn to use all the most popular features of the Internet, including the World Wide Web, e-
mail, newsgroups, conferencing, gaming, and instant messages. 

Part III: Have It Your Way 

In this part, you learn how to customize your work environment to suit your needs. Some important 
basic skills covered here include creating folders; moving, copying, and deleting files; and personalizing 
Windows XP to your tastes, and using the new speech and handwriting recognition features. 

Part IV: Growth, Maintenance, and General Tweaking 

This part helps you perform routine maintenance tasks to keep your PC running at maximum speed. 
You also learn how to install new programs and eliminate old ones, protect your computer, keep 
Windows up-to-date, create and manage user accounts, and take advantage of a notebook computer.  

Part V: Work and Play 

In this part, you discover general techniques for working with text, numbers, and graphic images 
(pictures), music, video, movies, and DVD. Create your own custom audio CDs and movies, get 
pictures from digital cameras and scanners, and so forth.  

Part VI: Local Area Networks 

Here, you find out how to set up a local area network using the Home Networking Wizard. Learn how to 
share a single Internet connection and account, as well as share disk drives, printers, files, and folders. 
If you’re already a member of a network, you’ll learn how to take advantage of its features here. 

Part VII: Advanced Stuff 

This part covers some of the more advanced topics that may not be relevant to everyone. Also, I go 
deeper into some of the more technical stuff that normally stays hidden behind the scenes — such as 
the Registry, file associations, and advanced features of Windows XP Professional. 

The book also has some margin icons: 
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Tip  Tip icons indicate a useful trick, technique, or other tidbit worth calling special 
attention to so that you don’t miss it.  

Caution  Caution icons point out a technique you need to think about before you act. 
Tread carefully because if you make a mistake, it’ll be difficult — or impossible 
— to undo.  

Cross-
Reference  

Cross-reference icons refer to a source of additional information on a 
topic (just in case I didn’t already tell you enough to bore you to tears).  

Note  Note icons identify a piece of information that’s especially noteworthy for some 
reason.  

New 
Feature  

New Feature icons point out something that’s “new” in Windows XP. Of 
course, how “new” a feature is depends on where you’re coming from, so I’ve 
had to wing it a bit. As a general rule, if a feature wasn’t available in Windows 
2000 or Windows Millennium Edition, I’ve flagged it as “new.”  
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Part I: Know This or Suffer 
Chapter List 

Chapter 1: What Is Windows XP?  
Chapter 2: Getting Around Like a Pro  
Chapter 3: Opening Programs and Documents  
Chapter 4: Shortcuts and Other Cool Tricks  

As the title of this part implies, these chapters cover all the “basic skills” you’ll need to use Windows XP 
successfully. These skills apply to using your computer in general, and will also apply to virtually 
everything you ever do at your computer. No matter what your long-term goal is — be it to work with 
photographs, create a Web site, become a programmer, manage your business, or just have fun — the 
essential skills you’ll learn here in Part I will provide the foundation on which you’ll build your more 
advanced skills.  

 
Chapter 1: What Is Windows XP? 
Hello, and welcome to Alan Simpson’s Windows XP Bible. The goal of this book, as mentioned in the 
Introduction (which, if you’re like me, you probably skipped), is to teach both beginners and experienced 
users alike how to really put Windows XP to work. Because this is a book for all levels of users, this 
chapter starts off with the absolute basics. And therefore, I suppose, a good starting point is to answer 
the question, “What is Windows XP?”  
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What Is Windows XP? 
Windows XP is the latest and greatest version of the ubiquitous Windows operating system. The XP 
stands for experience (as in “The Jimi Hendrix . . .” for those of you who were around back then). This 
version of Windows is certainly going to offer a new experience for those of you coming from earlier 
versions of Windows. Part of Microsoft’s goal in this new version was to create a smoother, frictionless 
work environment. After many weeks of using this new product, I think it’s safe to say that they’ve 
accomplished that goal. It’s difficult to isolate any one new feature that provides for this new experience. 
It’s really about the new interface in general, and how easy it is to tweak things to be as you want them 
to be. 

Cross-
Reference  

If you’re an experienced Windows user and want some specifics on 
what’s new in Windows XP, see Appendix B. 

For those of you who are new to the game, let’s start by pointing out that Microsoft Windows XP is a 
computer program. Specifically, it’s a type of program known as an operating system, often abbreviated 
OS. You may have heard of some of the other operating systems out there, such as DOS, the Mac OS 
used on Macintosh computers, and Linux and UNIX, used mainly in large businesses.  
One thing that makes the OS different from all other programs available for PCs is that an OS is 
required to make your system work. A computer without an OS is like a car without an engine. Turning 
on a computer that has no operating system installed leads to nothing but a message on the screen 
telling you there is no operating system installed. 

One reason that an operating system is required on all computers is that it plays the important role of 
making all the things that make up a computer system — the screen, mouse, keyboard, the programs 
you use, the hard disk, and all that other stuff — work in harmony. And thankfully, it does all that in the 
background, without your even being aware of it. And without your having to know how it does it. 

The operating system also provides the user interface for the computer. That is, it determines what you 
see on your screen and how you interact with those things. To that extent, learning to use your 
computer is really a matter of learning to use its operating system. In fact, learning Windows XP is 
probably the most important first step in learning to use your computer. That’s partly because you need 
to learn to use Windows just to start any other programs you plan to use. In addition, many of the skills 
you acquire while learning to use Windows will apply to just about anything you do with your computer, 
be that word processing, making custom CDs, working with digital photographs, creating Web pages . . . 
whatever. So every moment spent learning Windows is actually an investment in learning to use your 
entire computer and all the amazing things that it is capable of doing. 
You might be aware that Windows XP comes in several different flavors, two of which are client-side 
products: the Windows XP Home Edition, and the Windows XP Professional Edition. This book covers 
both those products. The differences between these two products are so few, they’re barely noticeable. 
When they do arise during the course of this book, however, I’ll be sure to point them out. 
The other versions are server-side products, named Windows XP Server and Windows XP Advanced 
Server. This book doesn’t address those products specifically, because they’re not the kinds of products 
the typical computer user would ever get involved with. Rather, they’re products that corporate network 
administrators and other highly technical computer professions use to build servers for the Internet and 
large networks.  

If you’re a newbie, and if I’ve already gotten ahead of you here with this client/server business, I 
apologize for that. Frankly, it’s not terribly important anyway. All that matters at this point is that you 
understand that this book is for people using either Windows XP Home Edition or Windows XP 
Professional Edition. With that out of the way, we can get back to the absolute basics. 

 
Hardware and Software Basics 
For those of you who are new to computers, this section discusses some basic terminology. Computer 
hardware is the stuff you can see and touch; if you throw it off the roof of a building, it will probably 
break. Your basic PC consists of the hardware components shown in Figure 1-1. Each component plays 
some role in helping you use the computer: 

 Monitor: The big TV-like thing. Probably has its own on/off switch as well as brightness, 
contrast, and other buttons for fine-tuning the onscreen display.  

 Screen: The part of the monitor where all the action takes place — similar to a TV set screen.  
 System unit: The main body of the computer. Houses the main on/off switch plus access to the 

floppy disk and CD-ROM drives.  
 Mouse: Your main tool for navigating (getting around) and for making the computer do what 

you want it to do. I’ll talk about mice in more detail in a moment.  
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 Keyboard: Laid out like a standard typewriter, the keyboard is used for typing and, in some 
cases, can also be used as an alternative to the mouse.  

 
Figure 1-1: Basic PC hardware  

Computer software refers to the somewhat invisible stuff that makes the computer do whatever it is you 
want it to do. Any program that you purchase or download, as well as any pictures, music, or other stuff 
you put “in your computer” is software. Software is information that’s recorded to some kind of disk, 
such as a floppy disk, CD-ROM, or the hard disk that resides permanently inside your computer.  

So with the basic concepts of hardware and software covered, let’s start talking about how you use that 
stuff. 

 
Mouse Basics 
The one piece of hardware you need to get comfy with right off the bat is the mouse. To use the mouse, 
rest your hand comfortably on it, with your index finger resting (but not pressing) on the left mouse 
button, as shown in Figure 1-2. When the computer is on, you’ll see a little arrow, called the mouse 
pointer, on the screen. As you roll the mouse around on a mouse pad or on your desktop, the mouse 
pointer moves in the same direction as you move the mouse. 

 
Figure 1-2: Rest your hand comfortably on the mouse, with your index finger near the button on the left.  

The following list explains basic mouse terminology you need to know: 
 Mouse button (or primary mouse button): Usually the mouse button on the left — the one 

that rests comfortably under your index finger when you rest your right hand on the mouse.  
 Right mouse button (or secondary mouse button): The mouse button on the right.  
 Point: To move the mouse so that the mouse pointer is touching, or “hovering over,” some 

object on the screen.  
 Click: To point to an item and then press and release the primary mouse button.  
 Double-click: To point to an item and then click the primary mouse button twice in rapid 

succession — click click!  
 Right-click: To point to an item and then press and release the secondary mouse button.  
 Drag: To hold down the primary mouse button while moving the mouse.  
 Right-drag: To hold down the secondary mouse button while moving the mouse.  

Windows XP is geared toward two-button mouse operation. If your mouse has a little wheel in the 
middle, you can use that for scrolling, as discussed in Chapter 2. If your mouse has three buttons on it, 
you can ignore the button in the middle for now. I’ll show you how you can get some hands-on 
experience using your mouse in a moment. 
If you’re a lefty, you can configure a mouse for left-hand use. Doing so makes the button on the right the 
primary mouse button and the button on the left the secondary mouse button (so your index finger is still 
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over the primary mouse button). Chapter 15 provides instructions for switching your mouse buttons 
around for left-handed use. 

 
Starting Windows XP 
If Windows XP is already installed on your PC, starting Windows XP is a simple task. Follow these 
steps: 

Caution  If Windows XP has not been installed on your PC already, refer to the 
instructions that came with your Windows XP package (or Appendix A in this 
book) for installation instructions. 

1. If your computer has a floppy disk drive, check to make sure no disk is in that drive (see Figure 
1-3). If you think a disk is in that drive, push the little button on the front of the drive to pop out 
the disk.  

 
Figure 1-3: Remove any floppy disks from the floppy disk drive before turning on your computer.  

1. Turn on all peripherals attached to your PC, such as your monitor and printer, and any other 
connected device that has its own on/off switch.  

2. Turn on the main power on the system unit.  
3. To ensure that your computer doesn’t attempt to boot from a CD-ROM, open the CD-ROM drive 

and remove any CD that might be in there.  
4. Wait a minute or so for your computer to boot up (start itself and load Windows XP for you).  

You might see some weird, highly technical information whiz by on the screen. That phase of the startup 
is called the Power-On Self-Test (POST), and you can pretty much ignore it. What happens next 
depends on how your copy of Windows XP is set up. So just continue to read along and ignore anything 
that doesn’t appear on your own screen. 

Logging on 
If your computer is set up to support multiple users, you’ll first come to the Welcome screen, which 
looks something like the example shown in Figure 1-4. Just click your user name (or Guest, if you don’t 
have an account on this computer) to proceed.  
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