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                      UNIVERSITY OF ENGINEERING AND TECHNOLOGY, TAXILA

                  FACULTY OF TELECOMMUNICATION AND INFORMATION ENGINEERING
COMPUTER ENGINEERING DEPARTMENT


LAB MANUAL 2(b)
Windows XP and Its Utilities

Windows XP 
The Windows Desktop is the main screen that you see when you start Windows. 


The Windows Desktop is like your personal desktop, where you put your favorite files and stuff. You can personalize it the way you want, so that it can fit your needs and represent your style. Some people like their Windows Desktop to be tidy, while others just leave the Windows default style. Some people have shortcuts to documents and other paper work on their desktop, while others have their desktop filled with shortcuts to games. So you can personalize your Windows desktop to represent yourself and your style!
Now we will concentrate over the components of the Windows Desktop:
Icons:
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Icons are small pictures that represent files and/or folders on your hard disk. When you double click an icon with your mouse it will open the file of folder that it represents. Icons can be dragged and moved around the desktop, so that you can arrange them the way you want. You can drag icons over other folders, thus moving them to the selected folder. Different types of files have different type of icons. 
Pictures have other icons than text documents, and so on. Windows XP also includes a new feature that allows you to give a folder a unique icon.
The My Computer icon is the way to a window that displays hard drives, other devices installed on your computer like scanners, cameras, etc and documents.

You can put you pictures, videos, music and other files here.
The Recycle Bean icon represents the Recycle Bean, a system folder that stores files you want to remove from your computer. Windows stores these files here, because you might want to restore them. After you delete files from the Recycle Bean you can not get them back.

The Start Menu:

The Start Menu is like a quick menu from where you access all your programs (that you use more recently). To access the start menu click the start button on the left side of the taskbar or press the Windows Logo Key on your keyboard. 
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Windows XP has a new and simplified start menu designed to fit your needs and preferences. The Windows XP Start Menu has two columns: The first one is for programs you recently use, and the other is for shortcuts to places on your computer, like: My Computer, My Documents, My Pictures, etc. On the bottom of the first column, there is a menu called “All Programs”. This menu shows all the programs that are installed on your computer. The classic Windows Start Menu only contained a menu similar to the All Programs menu. Now we will explain each components of the Start menu, one by one.

The Turn Off and Log Off Buttons:
The Turn Off Button on the bottom of the Start Menu will display options for shutting down the computer or other features that are available on the system. The Log Off Button will display options about Logging of or switching users. The Log Off Button will display options about Logging of or switching users. 
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The Run Button:

The Run Button on the second column of the Start Menu will display a Window from which you can type a path to o file or a program on your computer, on the network or internet. After this the selected file or program will be automatically opened.
Examples:
• Typing “C:\Games\” will open the folder Games located on the C:\ drive;
• Typing “write” will open Word Pad;
• Typing “cmd” or “cmd.exe” will open the Command Prompt or the Windows Console.
• Typing \\Computer1 will explore the computer named Computer1 on the network;
• Typing \\192.168.1.145 will explore the computer with IP 192.168.1.145 on the network;
• Typing http://www.echoproject.net/ will automatically open the www.echoproject.net web site on the internet.

The Search  Button :
The Search Button on the Start Menu will open a window  from where you can search files or folders on you hard disk(s) or also on the internet.You can also choose from advanced search options, like searching only pictures, music, or video. You can also specify the approximate size of the file and the approximate date when it has been created.
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The Help and Support Center Button:
The Help and Support Center Button on the Start menu opens Windows Help, from where you can find articles and tips about working with Windows.
You can search articles that refer to your problems or misunderstandings, or you can select articles by browsing trough the categories and menus 
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Other buttons on the Start Menu :

• Printers and Faxes button – displays all printers and faxes installed on the computer and enables configuring these devices.
• Control Panel button – opens the Control Panel, from which you can configure and change settings, manage hardware and software resources on your computer.
• My Computer, My Documents, My Pictures, My Music, and My Videos Buttons – open the specified folders they represent. Example: If you click the My Documents button, it will open my Documents.

Changing folder icons

To change a folder icon, you must first right click the folder, and then select proprieties (Fig. 20). Then, a propriety window will pop up (Fig. 21). 
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A list of default icons will appear (Fig 21). You will chose one you like from the list and then click OK. You can also choose another icon on your disk, by clicking browse, and giving the path to it. Then, from the propriety Window, you will click Apply, or OK to apply the settings. 
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The taskbar:

On the foot of your Windows desktop, you will notice a long bar. This is the Windows Taskbar .
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Programs, files, or folders you open, will appear on the taskbar. For example, on the taskbar represented in fig.  Windows Media Player and the “tutorial” folder are opened. Windows can also be minimized, which means that they are running in background. To display a window that is running in background, you can just click it from the taskbar.
Windows is a multitasking operating system, which means that more applications can be run in the same time. In MS DOS, you could only run one application at a time.
Multitasking is a really great advantage, because you can easily switch between applications and transfer data from one application to another. So the taskbar can also help you to easily switch between applications. If you want a window to run in background just click minimize. The window will not be closed, and you can always bring it back on the screen, by clicking it on the taskbar.
The Quick Launch:

Near the Start Button on the taskbar, we can see the Quick Launch . It is a small place for applications you use most frequently.
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The Windows default applications for the Quick launch are: the “Show Desktop” application (it is used to show the Windows Desktop); Windows Explorer (Internet Browser). You can always add and remove icons from the Quick Launch.
The System Tray:
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The System Tray is the right place of the taskbar, where you can see the clock, and also see active or inactive connections, or some applications that are running. In the system tray represented in fig. 24, there are 2 active network connections. From the system tray you can configure other options for the connections or applications.
In Windows XP, inactive items can also be hidden (if this feature is enabled), and you can see them by clicking the round button on the left side of the system tray.
Configuring the taskbar:
To configure the Windows taskbar, right click it and select Proprieties. A window like in Fig  will appear. From the taskbar tab you can configure the following options:
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• Lock the taskbar – will delimit the Quick launch and other bars from the main taskbar;
• Auto-hide taskbar – will hide the taskbar. To display the taskbar it is just necessary to put the mouse over the place it is located (hidden). After the mouse leaves the certain area, the taskbar will disappear.
• Keep the taskbar on top of other Windows – it will always display the taskbar on the screen. It does not matter what windows are open, the taskbar will always be displayed on the screen. If this option is disabled, the taskbar can be only seen when you see the Windows Desktop. If other Windows are opened, and they are maximized, you will not be able to see the taskbar, only if you minimize all the windows, and thus returning to the desktop.
Computer Fundamentals 

Lab Instructor: Engr. Romana


