Working with Programs
Working with programs overview
Understanding some of the fundamental skills needed when using programs in Windows 2000 helps you quickly accomplish tasks and improve overall efficiency. As you understand how programs carry out commands and communicate with other programs, you are able to perform several tasks at once and share information between programs. 
Use Add/Remove Programs to easily add new programs or remove old ones that are taking up necessary space. Once installed, there are several ways to start programs, and you can store shortcuts to programs in convenient locations. 
Program windows are very easy to arrange, resize, and move around your screen. You can copy and paste information from one program to another, or link information so that when you update the file in one program the information is also updated in the linked program. Windows 2000 also makes it easy to use your computer to perform tasks in several programs simultaneously. 
To add a program from a CD or floppy disk 
 1.
Open Add/Remove Programs in Control Panel. 
 2.
Click Add New Programs, and then click CD or Floppy. 
 3.
Follow the instructions on your screen. 
Notes

To open a Control Panel item, click Start, point to Settings, click Control Panel, and then double-click the appropriate icon. 

When using Add/Remove Programs, you can install only programs that were written for Windows operating systems. 

When you open a program, or try to perform a task within a program, you may see a dialog box indicating that the program is being installed or updated by Windows Installer. This can occur if your administrator has set up the program to install this way, if program files have been deleted or corrupted, or if you are trying to use a program feature that was not installed during setup. If the program was installed from a CD-ROM, or if you are no longer connected to the network, Windows Installer may ask you for the CD-ROM. When Windows Installer finishes, the program or feature you are trying to use starts. 
To change or remove a program
 1.
Open Add/Remove Programs in Control Panel. 
 2.
Click Change or Remove Programs, then click the program you want to change or remove. 
 3.
Click the appropriate button: 

To change a program, click Change/Remove or Change. 

To remove a program, click Change/Remove or Remove. 
Caution

When you click Change/Remove, some programs may be removed without prompting you further. 
Notes

To open a Control Panel item, click Start, point to Settings, click Control Panel, and then double-click the appropriate icon. 

When using Add/Remove Programs, you can remove only programs that were written for Windows operating systems. For other programs, check the documentation to see if other files (such as .ini files) should be removed. 

When you open a program, or try to perform a task within a program, you may see a dialog box indicating that the program is being installed or updated by Windows Installer. This can occur if your administrator has set up the program to install this way, if program files have been deleted or corrupted, or if you are trying to use a program feature that was not installed during setup. If the program was installed from a CD-ROM, or if you are no longer connected to the network, Windows Installer may ask you for the CD-ROM. When Windows Installer finishes, the program or feature you are trying to use starts. 

You can sort programs by selecting different options in Sort by. 
To start a program

Click Start, point to Programs, locate the program you want to start, and then click it. 
Notes

After you start a program, a button representing the program appears on the taskbar. To switch from one running program to another, click its taskbar button. 

If a program doesn't appear on the Programs menu or one of its submenus, you can perform a search for it, create a shortcut, and then drag the shortcut to the Start or Programs menu. 
To quit a program

On the File menu of the program you are using, click Exit. 
Note

You can also quit a program by clicking [image: image1.png]


 at the far right of the title bar. 
To start a program by using the Run command
 1.
Click Start, and then click Run. 
 2.
In Open, type the path to the item you want to open, or click Browse to locate it. 
Notes

The Open box lists items you have opened recently. Click an item in the list, and then click OK to open it. 

You can open a file or folder or connect to a shared computer by typing its path in the Open box. You can also connect to an Internet or intranet site; for example, to reach the Microsoft Web site, type www.microsoft.com in the Open box. 
To switch between running programs

Click a program's button on the taskbar.
Notes

If you cannot see the taskbar, you may have the Auto hide feature turned on. To redisplay the taskbar, point to the area of your screen where the taskbar is located. 

You can also switch to the last open program or document by pressing ALT+TAB, or cycle through open windows by holding down ALT and repeatedly pressing TAB. 
To link information between documents
 1.
Select the information that you want to link to another document. 
 2.
On the Edit menu, click Copy. 
 3.
Click the location in the new document where you want to place the linked object.
 4.
On the Edit menu, click Paste Special. 
 5.
Click Paste Link, then click OK. 
Notes

Some programs do not support linking. If linking isn't available, Paste Special will be unavailable on the Edit menu. 

You can link information between documents that were created in different programs. 
To minimize or maximize a window or restore it to its previous size

Click the appropriate button in the upper right corner of the window: 

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 to minimize the window to a taskbar button. To restore the minimized window to its previous size, click its taskbar button. 

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 to display the window in a full screen. 

After maximizing a window, click [image: image4.png]


 to restore the window to its previous size. 
Notes

You can also double-click the window's title bar to maximize it or restore it to its previous size. 

To minimize all open windows and dialog boxes, click [image: image5.png]


 on the taskbar. Minimized windows appear as buttons on your taskbar, but dialog boxes do not. Click [image: image6.png]


 again to restore all windows and dialog boxes to their previous size. 
To start a program each time you start Windows 2000
 1.
Click Start, point to Settings, and then click Taskbar & Start Menu. 
 2.
Click the Advanced tab, and then click Advanced. 
 3.
In the Start Menu folder, find the shortcut to the program you want to start each time you start Windows 2000, and drag it to the Startup folder. 
Notes

To open the Taskbar and Start Menu Properties dialog box, right-click an empty area on the taskbar, and then click Properties. 

To add a program shortcut to the Startup menu, drag the icon to the Start button, the Programs menu, and then drop it in the Startup menu. 
To change the program that opens a file
 1.
Open Windows Explorer.
 2.
Click the file that you want a different program to open. 
 3.
On the File menu, click Properties. 
 4.
Click Change. 
 5.
Click the name of the program that you want to open the file, or click Other to select a program that is not listed. 
Notes

To open Windows Explorer, click Start, point to Programs, point to Accessories, and then click Windows Explorer. 

This change affects all files that have the same file name extension as the file you selected. For example, if you change the program that opens a .jpg file, all .jpg files will open in this program. 

You can also specify a different program by selecting a file that you changed, clicking the File menu, clicking Open With, and then clicking a program name, or clicking Other, and then selecting the name of the program. 
