| MS Window XP - Tips _

Instructor . Rick Rava

Purpose

This handout is to briefly instruct how to efficiently use some of the productivity features of MS Windows.
These are some of my favorite features that help’s me complete my work in a more timely manner. Enjoy!
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Controlling Applications

Using the CTRL-ALT-DEL keys brings up the Windows Task Manager that may be used to
control the applications running on your PC.

How to Use the keys:
With your left hand press and hold the C TR L and AL T keys down on your keyboard - then

with your right hand press the DELE T E key on your keyboard - see the following sample
illustration:

Using Ctri-Alt-Delete

Ctrl Alt Delete

From this screen, you can end a program by clicking on the End Task button. Please note
that this should only be done when a program no longer responds — see the following
sample:

E windows Task Manager

Eile DOptions  Yiew ‘Windows Shut Down Help

Applications |F'r|:u:esses | Ferformarnce I Metworking | Lizer

Task |
S ——
Mozilla Firefox

@Har‘lduut - PE CTRL ALT DEL 225-15000 Profapp...
@Handuut—FiIeMakerF'ru:lTips—EEE—lSDDDF‘ﬂ«DT.dn:n: o
ACHome Stuff\Rava _Rick\thaca Collegeh2004F. .
[ IPOWER SAYING

2. Click onthe Applications tab
3. Click on the desired application that you wish to €nd (in this case Mozilla
Firefox)

End Task
4. Click on the ﬁl button - you may be prompted to end the task now
5. That’s it!
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Controlling Processes

Task Manager can be used to see which processes are running on your PC. Multiple processes
may be needed for 1 program or 1 process may be needed to run a program.

_E;,- Windows Task Manager Q@S

File  Options View ShutDown  Help

Applications | Frocesses | Performance | Metworking | Users

Image Marm User Mame Gooo IMem Usage e
WINWIORDE 02 44,096 K
explorer.exe ul] 24,676 K
sqlservr.exe oo 22,992 K
IEXPLORE.EXE oo 19,376 kK
IEXPLORE.EXE oo 18,688 kK
SWCHOST.EXE oo 12,508 kK
McShield. exe oo 7,828 K
mcysrie.exe ao F220 K
MCWSEscn.exe ao 6,604 K
mcagent.exe ao 5,744 K
SPOOLSY.EXE oo 5,504 K
mcyashid. exe oo 5,368 K
screenprint.exe 57 4,348 K
hkemd.exe oo 3,876 K
ALG.EXE a0 3,816 K
CSRSS.EXE oo 3,764 K
Support.exe oo 3,936 K
c1 = 3 3
[W]show processes from all users
Frocesses: 36 CFU Usage: 66% Commit Charge: 2000 [/ 10

Figure 1 - The processes are all of the programs and sub programs that are running on
your PC. For example, if you start up your PC without opening any programs, you will
still see the processes needed by Windows!

You can see what process(s) are used by a particular application by going to the Appl ication
Tab > select desired application > right-click on the desired application > select GO T0
Process. See the following example:

Applications |Pr0cesses| Performancel Metworking | Users |

Task
@Handout - PE CTRL ALT DEL 225-15000 ProfappsTech.doc - Microsoft
JICHome Stuff\Rava _Rickilthaca Colleget,2004Fallh225-15000 Profapp:
[CIPowER SavING
@Gmgle - Microsoft Internet Explorer
wa - Ithaca C i
@Task Manager Swichi
Bring To Front
Minimize
Maximize
Easrane
il Szl
NilE vEriEElly
End Task
GoTo EI'EI 53
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Results in:

E Windowsghask Manager
Eile Siew  Shut Down

Optio Help

Applications Processes | Performance Net‘mxn:urkinglUsersl

Controlling Performances

Task Manager can be used to see which processes are using the most resources on your PC.
The Performance tab is useful to see how much of your resources are used. The more your

computer using the Disk (Page Faults) - the slower it normally runs!
Ed, windows Task Manager. E v,

Fle Options “iew ShutDown Help

iance Metworking | Users

Applications | Processes

CPU Usage

I
A

Ll

PF Usage Page File Usage History

Totals

Handles
Threads 306
Processes 36

8737

Cormmit Charge (K)
Total
Limit
Peak

209096
1124052
234884

Processes: 35 CPU Usage: 79%

Physical Mermary (K)
Total

Available

System Cache

391664
93680
182580

Kermel Memory (K
Total

Paged

MHonpaged

61820
33584
22236

Commit Charge: 204M / 1C

R(Tuta |5

~Physical Memaory (K3
Handles s00s Total 291664
Threads 364 Awailable 101224
Processes 47 Systermn Cache 212434
~Cammit Charge —kernel Memory (K
Total 217556 Total 55904
Lirmit 1124032 Paged 33192
Peak 536236 Monpaged 22712

It brings up the "Close Program" dialog box. Pressing Ctrl+Alt+Del again will usually restart your
computer if the "Close Program" box is already on the screen. That's why it's so important not to
hold the Delete key down for too long! You can use this box to check to see if any programs are
running. You can also use this box to Close those running programs.
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Aeute 1 Pro
Cioned WelomdParfict - JE: AP e\ Book Y Chaplan B s

Euploier
WARMIMG: Presiing CTRL=ALT-DEL again Hlaualmh Last Resort
compLter. 'f'ou vl lose unsaved nlommabon i all programs
thal se nnnng.

Shut Dven | Canee |

Figure 2 - working with this screen is something that should be done as a last resort. Once
you shut down a program that is not responding, you need to still close down your PC and
reboot to clear up the memory problems.

It brings up a blue screen that says that you may press Ctrl+Alt+Del again to restart. It also gives
some other instructions.

Hopefully, none of us are using this OS!
It restarts your computer.

Hopefully, none of us are using this OS!

Invented by David Bradley — worked for IBM.

1 The CTRL-ALT-DEL keys were designed to help with the original PC troubleshooting (it
was not ever intended for use by computer users!).

1 David used the CTRL-ALT-DEL combination because it wasn’t something that users would
press by mistake.

U Bill Gates made these keys famous because of all the Windows errors. It’s interesting that
they continued to use the same keys when they developed Windows NT/2000/XP.

Defrag

By utilizing defrag, you move pieces of a file together. For example, if you edited a
Microsoft Word document 5 times, it will likely have 5 different pieces of the file spread
out at different locations on the hard drive.

1. To defrag — open My Computer — navigate to the your main hard drive
(commonly C) — then right-click — select properties — click on the tools tab - the
following screen appears:
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Dlsgernd Hosr |

2. C= =]

3. Click on Defragment Now

4. then on the next screen click on Defragment (this may take a long time to
complete)

Floating Keyboard

1. To open On-Screen Keyboard, click Start, point to All Programs, point to
Accessories, point to Accessibility, and then click On-Screen
Keyboard.

= On-Screen Keyboard

Fil=  Keyboard Setfings Help

escC F1]| F2] F3| F4 Fh| F6| F7| F8 FI|F10 F11) F12§ psc) - “ | brk

2. L L
You can now operate windows Without having an attached keyboard or
troubleshoot a defective keyboard.

Folders & SubFolders

The following is a sample folder structure set up to organize files according to need and purpose:

Ithaca College
I 1 1
[ 2003 Fall ] [ 2004 Spring ] [ College Books }

I 1
[ 225-15000 ProfAppsTech J [ 225-22200 PresMedDesProd J
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B C:\Home StuffiRava _Rickllthaca College

. File Edit View Favorites Tools Help

QDBack ~ ) T P search ‘ * Folders | e G R
Folders X = 2005FAl
5 20045pring
=@ Iinaca Colege - [DColege Books
o 2003Fa||. I Corporate Time
5 2004=pring [CFlexibleSpendingiccount
I3 College Books [CSiGraphics
3 Corporate Time [CHandouts from Book Publishers
123 FlexibleSpendingAccount D Handouts from Internet
) Graphics (1T Support: Guides

3 Handouts from Book Publis =2 10b Application

3 Handouits from Internet (CIRRavalCRacity WebSite
3 IC Support Guides gggeme
2 Job Application B WebCT
& RRavalCRacLityWebSite ®10C DideasFromGordaon.doc
@ Schedue BRick Rava - Ithaca Colege Activity Journal.doc
= 5IS
= WebCT

The above folder is for Ithaca College work. Notice the subfolders for 2003 & 2004
semesters.

x

Folders Mame
=3 Ithaca College » || DAssignments
&= 2003Fal [D)Class Lecture Motes
) [DClasshctivities

=] 20045prin
@ ._,._,,: — CCourseFeaedback
= 2 FinaExarm
) 225-22200 PresMedDes BSHandouts
D 225-35000 Interactive M | (51ndividual Course Contract

& Undergrad TA and Lab DIMewltemsToReview

I3 College Books DMNewTips
I Corporate Time [)samples
[ FlexibleSpendingAccount D5yllabus
3 Graphics B cClassList - 225-15000-01 Profapps.doc

T ClassList - 225-15000-01 Profipps.pdf
ClassList - 225-15000-01 ProfApps. sxw
(5 Handouits ﬁom;”temﬁ B classList - 225-15000-02 Profapps.doc
0 I Support Glides % Classlist - 225-15000-02 Profapps.pdf

2 Job Application = ClassList - 225-15000-02 Profapps. sxi
I3 RRavalZFaculiywebSite

Creating a folder:
1. Determine how you Wish to organize your folders & files.
2. Create an upper level folder as follows:
a. Start up Windows Explorer
b. Move to the upper location of your hard drive (most commonly the C:\ Drive) —
see the following sample screen:

I3 Handouts from Book Publis
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. Fle Edit ‘iew Favorites Tools Help

Qepack - O T Search |I[“ Folders|
Folders )
(& Desktop -

3 My Documents
= My Computer
==Y | oAl Disk (20
[ DELL
I3 Documents and Setings
) Downloads

Click on File menu — then select New — then select New Folder — the
following folder appears:

Enter the desired file name — see the following example:

. Now, you can create your desired subfolders following the above steps

Copy, create, and move your files to the appropriate folder

"l.]Ef'III'III' FI:IlI:jE i

o, | I MR |

f.

g. acaColege

h. Double click on the newly created folder
i

J-

k. That’s it!

Show the Desktop

1. If the Show Desktop icon is deleted from Quick Launch, the procedure below will recreate the file.

2. Open Notepad and enter the following text:

[Shell]

Command=2
IconFile=explorer.exe,3
[Taskbar]
Command=ToggleDesktop

3. Save the new file as Show Desktop.scf then drag and drop the icon on the Quick Launch bar or
whatever location you want the shortcut to appear.

, Bisten| [ SO S o]
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Shortcut to a Specific File

3. Determine which files that you commonly work with. In the following example, the
Ithaca College Activity Journal file is commonly worked on.

4. In Windows — Right click on the Start button (for Windows XP choose Open Al
Users — for Windows 98/ME choose Open) — the following sample screen appears in
Windows XP:

8 C:\Documents and SettingsiAll UsersiStart Menu

© Fle Edit wiew Favorites Tools Help
. ¥ P sSearch [ Folders | (& 3 X )| M«

i Ms Gffice 2003 Ms Office XP

*
Ny

Opensfiice.org 1.1.0 L-r‘l Programs
Ricks Shaortouts Ricks Utllides

Lo Adobe Photoshop Elements 2.0
%., » Shortcut

1KB

5.

Figure 3 - Windows XP Open All Users Example
6. Click on File menu — New — Shortcut — the following sample screen appears:

Create Shorticut g|

This wizard helps you to create shortouts to local or
network programs, files, folders, computers, or Internet
addresses.

Type the location of the item:

|| ‘ ’ Browse..,

Click Mext to continue.

1.
8. Click on browse — then navigate to the specific file that you always use — see the

following example:
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Browse For Folder @

Select the target of the shortcut below:

~WRL 1885, tmp -~
~WRL1947 tmp

B oCLDIdeasFromGordon.doc
&) PageMaker 7.0 Additional He

=

/a8 - [thac
@] WNC - AT

123 Jobs and Employ ment

i) PasswordSafe

DPsU
i3 RickRavalCJobMaterials 4
< >
I Make New Folder ] [ oK l I Cancel ]

9.

Figure 4 - Rick Rava - Ithaca College Activity Log
10. Click on OK — the following sample screen appears:
Create Shortcut z|

This wizard helps you to create shortcuts to local or
network programs, files, folders, cormputers, or Internet
addresses,
Type the location of the item:

"CiyHome StuffiRava _Rick\thaca Colk | [ Browse...

Click Mext to continue.

11.
12. Click on Next — the following sample screen appears:

Click Finish to create the shortcut,

I < Back ” Finish l[ Cancel ]

13. _
14. Click on Finish
15. You now have a shortcut to a common document that you use over and over again — see
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Ms Office 2003
Ms Qffice XP

y Journal.doc

| Rawva _Rick
| 2003Fal

| 20045pring

| Ithaca College

-
-
-
-
-
-
| 20045pring 225-35000 Interactive Media
-
-
-
=)

16.

Programs 4
= 9 | 2003Fall 225-15000 ProfAppsTech
|74 Documents Y1 Falz003 225-22200 PresMedDesProd
2 settings v ) Fall2003 Grad TA and Lab
= -
=
) Search 4
‘é’ ' | 2004Spring Undergrad TA and Lab
b4 @) Help and Support | 20045pring 225-15000 ProfippsTech
& 7 Run... | 20045pring 225-22200 PresMedDesProd
g B RUMNL Internship Log
.E L_] Log Off RAVA... | UMNL Internship Folder
= E)J Turn Off Computer... ‘ Ln3 Cds

Shortcut to a Specific Folder

1. Determine which folders that you commonly work with. In the following example, the
2004 spring Professional Applications of Technology folder is commonly worked on.

2. In Windows — Right click on the Start button (for Windows XP choose Open All
Users — for Windows 98/ME choose Open) — the following sample screen appears in

Windows XP:

8 C:\Documents and SettingsiAll Users\Start Menu

Fle Edit ‘“ew Favorites Tools Help

T Pseach HFolders & @ X 9 @

| T Ms Office 2003

M3 Office XP
/_} Programs

Ricks Utilites

7] Opendffice.org 1,10

7 Ricks Shorteuts

‘o Adobe Photoshop Bements 2.0
%. » Shorteut

1KE

3.

Figure 5 - Windows XP Open All Users Example
4. Click on File menu — New — Shortcut — the following sample screen appears:

Create Shortcut

addresses,

This wizard helps you to create shortcuts to local or
network programs, files, folders, computers, or Internet

Type the location of the item:

| l Browse..,

Click Mext to continue,

Rick Rava
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6. Click on browse — then navigate to the specific folder that you always use — see the
following example:
Browse For Folder E|g|

Select the target of the shortcut below:

=) Ithaca College -
1o 2003Fal
=) 20045pring
(] - 25- 15000 ProfAppsTec|
159 225-22200 PresMedDesk
03 225-35000 Interactive M
153 Undergrad TA and Lab
B RecammendationlCLAPT
i3 Colege Books

153 Corporate Time h
< Hd
[ IMake New Folder ] ’ Ok ] ’ Cancel
1.
8. Click on OK button
Create Shortcut S|
This wizard helps vou to create shortcuts 1o local or
network prograrms, files, folders, computers, or Internet
addresses,
Type the location of the item:
PO0450ring'=25-15000 ProfappsTech” Browse. ..
Click Next to continue.
[ Mext = l [ Cancel ]
9.
10. Click on Next — the following screen appears:
Select a Title for the Program B
Type a name for this shortout:
225-15000 ProfappsTech |
Click Finish to create the shortout,
l < Back ” Finish ] l Cancel
11.
12. Click on Finish
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13. You now have a shortcut to a common folder that you use over and over again — see
the following example:

& R ) Iﬂ_] Rick Rawva - Ithaca College Activity Journal.doc
MS Office 2003 | Rava Rick
| 2003Fal
B M5 Office XP Yo 20045pring
_| Ithaca College
Frograms .
| 2003Fal 225-15000 ProfippsTech
2 Documents Y Fal2003 225-22200 PresMedDesProd
- settings » ] Fal2003 Grad TA and Lab
i search . | 20045pring 225-35000 Interactve Media
‘é’ | 20045pring Undergrad TA and Lab
b4 @) Help and Support w0 g 225-15001 ach
= RUA... _| 20045pring 225-22200 PresMedDesProd
g B RUNL Internship Log
-E Log Off RAVA... | UNL Internship Folder
14 é Turn COff Computer... ! Lln5 Cols B3]

Stop Unnecessary Startup Programs

Many times software is installed that you do not use & it automatically loads part or all
of the software on PC startup.

1. Toremove unnecessary programs — right-click on the Start button — select open
all users
2. Double-click on Programs — double-click on startup — review the programs (if
and remove unnecessary files — see the following example:
=S
.'l;r

& C:\Documents and Settings\All Users\Start Menu\Program..

File Edit ‘iew Favorites Tools  Help

(PBack = ) (¥ search [ Folders [T+

: Address | CDocuments and Settingsiall UsersiStart Menui\ProgramsiStark, | a0

) —~ Adobe Garmma Loader
File and Folder Tasks Shortcut

1KE

uj Make a new Folder

@ Publish this folder ko
the Weh

& Share this Folder

3.
4. From the above startup, | removed the Adobe Gamma Loader (which | did not

use, please note that you may use different programs and it is your decision to
remove items from the startup).

Stop Unnecessary Programs from Loading

1. Click on Start — then click on Run — enter msconfig and press enter — the
following sample screen appears:
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% System Configuration Utility

General | SYSTEM.INI | WIN.INI | BOOT.IND | Services | Startup |
Skarbup Ikem Command Locakion
CHWINDOW S System32igfxtray exe HELMSOFTWARE
hkcmd CAWIMDOW S Sy hkcmd. exe HELMYSOF T ARE'
mcagent CPROGRA~1 I mcafee, comlagentimcagent . exe HKLMYSOFT W ARE'
McUpdate C\PROGR A~ 1Y mcafes, comtagenti Mo pdate, exe HKLMYSOFT W ARE'
realsched " \Program Files\Common Files\ReallUpdate_OB\realsche...  HEKLMYSOFTWARE'
mcwsshld "CPROGR AR~ mcafes, comivsoimoyvsshid, exe” HKLMY SOFTWARE'
mcmnhdle "CAPROGR AR~ mcafes, comlvsolymemnhdlr exe” fchecktask  HEKLMYSOFTWARE'
< | >
[ Disable Al |
, o J e )

Review which programs are loading and deselect the programs that should not be
loaded

Turn off fancy display features

Animations and fancy display features

1. Right-click on empty area of Windows XP desktop — then select properties —
click on appearance tab - select the effects icon — turn off items that you do not

need — see the followinﬁ examile:

[ JUse the Following transition effect Far menus and toalkips:

[ Juse the Following method to smooth edges of screen Fontks:

[ ]Use large icons

[] show shadows under menus

Shaw window contents while dragaing

Hide undetlined letters for keyvboard navigakion until T press the Al kew

Ik ] [ Cancel
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Windows Shortcut Keys

Help
[F1] For current program open.

Windows Help

 Contoe

R L R L

® Help and Support Center I
Plck a Help toplc Dell Online
@ Ol Support

‘J * Lonsdao miemabon
[\ y ¢ Al i exibim neken

Frnsnsond p0on s oore Nt 1 8e By K 900 LINPIM @0 s e
e
< W Owll Customer Care

* Sty e n Niokin 2P
+ Marc. viee. aenal. wed sbora) Wil e T Divn mebiste b 00 H30ws, Bk L0 widhes. oot et
S -
+ Prdecion rea I ceindy

12— @ Dol ks and Tips

Owich Frts and 11 43 ol 50 RN WACRCIOO WSt
+ Metwartios e e Wik @ Community Forem

M i S W Lty o (NN OO I A I i it 0K I
Py

I ras—— Additional resources
. (‘s-n“rn‘ Entem Beines Comoekds oo snd rifvies
Winshorm Spbate Somete Misadamn Tk

Did you Know? e

o & &

* Dxataiimd Saame
 Podunecs wod et rwocy

o Ciieas sabies

+[F1] WindOWS Help 4 * Lo woue Inodhock. La Meaoch

Tab Between Programs
[Alt]+[Tab] Will cycle between Programs that are currently open in Windows.
Hold the [Alt] key down and touch the [Tab] key to change applications.

o)Me) 2 e
]

IHam:qut - M5Windows. doc - Microzoft Word

Close Current Program
[Alt + F4] Closes current open application in Windows.

Minimize all windows
|
+[D] Minimize all Windows to show Desktop.

Select All [CtrI]+[A] Select All text or items in the current window.
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Display Windows Explorer +[E] (Same as File Manager in older versions of Windows) Display
Windows Explorer (Without expanded directories) Much better than a Right- Click on [Start] and
i My Ot
'_ B Ect Muw Fa-wiane Tk Hew | I
e e e ) P R O A
Fro=mx 5 [ Lz Dok |
[ Tacste= e L0 Doz 11
B I iy oot SARIRNE YIS
E N My Sorroula | wremamhds ok 10
[: _n\j['nh:l:] o | v -aomhds Lok 12
B o DD |2 w Fore =sonhids Cick T
Bk DDk 22 = Farr =wabla Lick 1]
I % Aerwrestl k4 (F I Contul Farad

s e Aerrezcie D |l 3 Lo 60 Fiir a 2950
[N 3 EFS0H Fuivdion 2200 32
s (lararensia des b e D e
o [ el e D Foeais Docamea i
¥ ) Shews D= owaniz
IS A4 Doz urentn
BNt lut o Pl
& Ruuk: B-
I Bus Py
B I Garesr

selecting Explore.

Display Find Files
!’ i i
+| F| DisBIax Find Files. Faster than [Start] [Find] [Files or Folders]

Bl M Uen P Lok e &
¥] + o | P R W, ¥
wF
o V8 s . ks s

Wl fefericn inmeb ard
Laror Caraw

oo o v mard b

=

File Navigation

[Ctri]+[Home] In most Windows applications will take you to the Beginning of a file. [CtrI]+[End]
Will take you

to the End of a file.

Delete Files
[Shift]+[Del] In Windows Explorer and Outlook deletes Files, bypassing the Recycle Bin.

Previous Control
[Shift]+[Tab] Moves to Previous control in the dialog box. [Tab] alone goes forward.

Refresh [F5] Use to refresh your Explorer file system, browser and html editors.
Create Shortcut
Pressing [Shift] while holding down the [CTRL] key and dragging to the desktop or to a folder creates

an instant Shortcut. (You can do the same thing by clicking and holding the right mouse button, letting
go on the desktop, and choosing "create shortcuts here.")

Display Start Menu
!‘ i i
Press the Windows Key to display the Start Menu
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Run/Install Program
i
+[R] Same as [Start] -> [Run]
Hold the [Shift] key down when inserting a CD to avoid Auto-Run to view CD contents.

= Type the name of a program, folder, document, ar
b Inkernet resource, and Windows will open it Far you,

Open: =]

(] 4 I Cancel | Browse, ., |
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