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Tips for New Arrivals

by Jason Roberts

What is Windows 2000?  At first glance, it looks like Windows 95 or 98, same old Start menu, Recycle Bin, and Task bar.  If you spend more time with it, little differences in looks and functions show up.  It’s hard to believe what the differences are from 95 and 98, after all, it is a direct descendent of Windows NT, but it doesn’t look or work exactly like NT either.  So no matter which operating system you are upgrading to from you will find a wealth of niggling little differences.  Don’t wave goodbye to productivity yet, even though there’s plenty of overlap between this century’s Windows and the last few versions of the 1990s, there are some stumbling points.  The following things will help keep you on track.

The Start menu in previous versions of Windows has a nasty way of growing out of proportion, by creating unwieldy cascading menus.  In Windows 2000 you can personalize menu feature collapses the cascading menus under the Start button to show only the items you are likely to need.  Windows does this by tracking the applications you recently used or o installed, and showing just them drop off the visible menu.  The whole menus default way is to keep all items in alphabetized.

To access entire contents of a menu click on the down-chevron symbol([image: image3.bmp] at the bottom of the list.  All whole menu defaults to alphabetical listing and level items standing proudly at on the buttons.  If you don't know where a programs hiding, you may want to turn off Personalized Menus and display the entire Start menu.

The first time you turn on the Active Desktop feature, only one item of Web content displayed—the Internet Explorer Channel Bar.  To add new items, right-click a blank part of the Desktop.  In a single dialog box, you are given the choices to browse Microsoft's collection of Active Desktop items online or enter the Web address or location on your hard drive or network of a Web element you'd like to add.  Microsoft's Desktop Gallery is worth a look, especially if you're in the market for a stock ticker, weather map, or AudioNet jukebox on your desktop.

To tinker around with the contents and layout of the desktop.  To show the Display Properties click on the Web tab with a list of current Active Desktop items that you can enable by clicking the items check box.  You could also add new active items by clicking the New button.

To keep an Active Desktop and there items in place,  When you have a set Active Desktop to suit your preferences, you can prevent accidental resizing or moving of items by locking them in place.  Right-click a blank space on the Desktop and select the Active Desktop.  If the Lock Desktop Items listing a check mark next to it, you’re desktop can’t be edited.  What happens if you want to edit the desktop later?  Right-click a blank space on the Desktop, then select the Active Desktop, and click Lock Desktop Items to access and remove its check mark.

The broad pane down the left side of Explorer windows is very handy, for previewing and retrieving information, but it can also take up lots of space.  If you prefer to see more files, change it by going to Explorer’s Web-view settings, go to Tools, Folder Options, and in the Web View section, select Use Windows classic folders then click OK.

Here is a way you can view the truly useful folder descriptions.  Even with those long file names at your disposal, there’s just enough room to really describe what’s in the folder, who put it there, and what it’s there for.  In Windows 2000, you have a way to interpret information to a folder, using plain text or HTML.  Open the folder you want to annotate and right-click in a blank area in it.  Click on the View tab, and scroll down the list, clicking to add or remove items check marks where necessary.

Creating a shortcut on the Desktop (or any other folder, for that matter) has always been fairly simple: Right-click a blank space, select New and the Shortcut, and then enter the shortcut.  In the past the last step usually meant clicking the browser button and then browsing through files till you found the item.  On thing with Windows 2000 is that it autocompletes the path, that way by typing in C: and you’ll get a list of everything in a root directory of C:\, including all first-level folders.  Type C:\m and you’ll get any file in the root directory starting with M, and al such folders (for example: My Documents, and My Photos).  The more you type, the narrower the list becomes.  The autocomplete feature also works under, Start then Run but lists executable programs and folders.

Do you search for the same type of file or a specific directory on your hard drive frequently?  Don’t spend your efforts, save whatever set of criteria you use in the Search and reuse it.  After you finish constructing your search query and conducting the search, right-click in the search results pane and select Save Search.

If you want to be swifter at searches.  To speed up the Search function and increase its capabilities (such as searching for the author of a Microsoft Office document), use the Indexing Service.  Click the Indexing Search link in the Search dialog box and follow the screen prompts.  This begins the process that parses every document on your computer or specified hard drive partition, lifting properties such as author information from Office documents, e-mail and newsgroup messages, and HTML documents.  It interprets a document’s language and extracts key words.  These details are indexed in a compressed file that Search can root quickly.  Indexing a whole hard disk takes time and system resources you will want to compile you first index overnight while you’re away from the computer.  But subsequent indexing sessions don’t take much out of your system, and they are preformed automatically.  Indexes don’t take up as much disk space either our index of almost 17000 documents take up to 1MB.

The things on Explorer’s Toolbar aren’t set in stone.  To add or remove buttons, go to View, then to Toolbars, and then to customize.  The customize dialog box contains two lists of buttons—Available toolbar buttons, and Current toolbar buttons.  To remove a button, click its name in the Current toolbar buttons and click remove.

Tired of clicking the chevrons to see Explorers toolbar icons at the far right of your toolbar collection?  Just lose the text labels to reclaim horizontal real estate.  Don’t worry if you forget what a button does, simply hold the mouse pointer over it, and a description will soon pop up.

One way if you are trying to save space on your computer is by doing Compression.  To save disk space why not compress a file or folder you don’t use often?  This could be a program you use infrequently, old data you aren’t ready to archive completely, anything that you can afford to load up a little slower than usual (yes, that’s the trade-off with file compression).  In Explorer, right-click the file or folder, and select Properties.  On the General tab, click the Advanced button, and click a check mark in the box labeled Compress contents to save disk space.

Here is one of the best ways to preview Multimedia Files.  In any Explorer that uses the Web view, including those in the Search Results window—you can play a sound or video file without running a separate program.  To play back .avi, .mpg, or .wav files, make sure that Enable Web content in folders is checked in and make certain that Windows Media Player or RealPlayer is installed.  Then select the multimedia file.  In the Web view’s file information pane, a preview window will appear with the first frame of a video file, and a slider bar with player controls will appear for sound files.  To listen, just click the Play button, and to check out frames of a video file, slide the bar beneath the preview.

If you chose FAT or FAT32 for your file management system when you installed Windows 2000 but still want to take advantage of Windows’ better, higher, security file management based on Windows NT File System, there is a solution.  You could convert the disk or partition it, but it’s time consuming.

If you send items to a particular destination say it is your floppy drive or a particular folder, one of the quickest ways to do this is to right-click the selected files in Explorer and select the Send To option.  By default, this menu includes common destinations such as My Briefcase.  One of the things in Windows is that it is easy to add to this menu or remove items.

One of the big Security differences with Window 2000 is it knows who you are.  Before starting a session, you must have a user account with its own password.  Even Default Users can use a password with no characters, but make it exist before you get on.  But this tactic can keep your desktop settings and document history away from prying eyes, since each user’s settings are stored in a unique folder under the Documents and Settings on the hard disk that contains Windows 2000 (sort of like Windows NT).







