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Content overview

PART ONE: LEARNING THE BASICS
1 Introducing Windows XP 2

operating system concepts ■ desktop ■ icons ■ windows ■ Help and Sup-
port Center ■ shutting down your computer

2 Using Programs 30
creating documents ■ starting programs ■ choosing commands ■ using
menus and toolbar buttons ■ working with multiple programs at the same
time ■ printing files

3 Managing Folders and Files 64
tracking down and opening existing documents ■ My Computer ■ My Net-
work Places ■ Search Companion ■ creating folders ■ moving, copying,
renaming, and deleting documents

4 Learning E-Mail Basics 98
internal and Internet e-mail concepts ■ Outlook Express ■ sending, replying
to, and forwarding messages ■ customizing your e-mail ■ Address Book ■

attaching files ■ organizing messages ■ Windows Messenger

PART TWO: BUILDING PROFICIENCY
5 Increasing Your Efficiency 130

desktop shortcuts ■ adding shortcuts to the Start menu and its submenus ■

displaying additional toolbars at the bottom of the screen ■ speeding up your
everyday tasks ■ WordPad ■ Paint ■ linking and embedding files

6 Customizing the Way You Work 162
adding hardware ■ installing programs ■ setting up the screen the way you
like ■ customizing the taskbar ■ other common adjustments

7 Solving Common Problems 200
eliminating or reducing potential problems ■ backing up and restoring files ■

cleaning up hard disks ■ scanning hard disks for errors ■ defragmenting ■

troubleshooting startup problems

8 Using Different Windows XP Installations and Versions 232
user accounts ■ passwords ■ guests ■ logging on and logging off ■ switch-
ing users

Index 256
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Prices are effective August 1, 2000.  Prices and availability are subject to change without notice. 
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 **Workbooks are sold only in quantities of 5 or more.  At least one Instructor Resource Packet (IRP) is needed to complete workbook exercises. 
    One IRP is complimentary with every order of 10 workbooks. 

Quick Course®, Fast-track training®, and eclecticClassroom™ are trademarks or registered trademarks of Online Training Solutions, Inc. 

Microsoft Windows and Internet Explorer 
ISBN Textbooks Price each 5 or more 
1-58278-077-3 Quick Course in Microsoft Windows XP $17.95 $14.36 
1-58278-009-9 Quick Course in Microsoft Windows 2000 $17.95 $14.36 
1-879399-91-1 Quick Course in Microsoft Internet Explorer 5 $15.95 $12.76 

Microsoft Office XP Series 
ISBN Training Edition Textbooks Price each 5 or more 
1-58278-075-7 Quick Course in Microsoft Office XP* $27.95 $22.36 
1-58278-070-6 Quick Course in Microsoft Access 2002 $17.95 $14.36 
1-58278-069-2 Quick Course in Microsoft Excel 2002 $17.95 $14.36 
1-58278-072-2 Quick Course in Microsoft FrontPage 2002* $17.95 $14.36 
1-58278-074-9 Quick Course in Microsoft Outlook 2002 $17.95 $14.36 
1-58278-071-4 Quick Course in Microsoft PowerPoint 2002 $17.95 $14.36 
1-58278-073-0 Quick Course in Microsoft Publisher 2002* $17.95 $14.36 
1-58278-068-4 Quick Course in Microsoft Word 2002*

	 	
$17.95 $14.36 

Microsoft Office 2000 Series 
ISBN Textbooks Price each 5 or more 
1-58278-001-3 Quick Course in Microsoft Office 2000 $25.95 $20.76 
1-58278-005-6 Quick Course in Microsoft Access 2000 $15.95 $12.76 
1-58278-003-X Quick Course in Microsoft Excel 2000 $15.95 $12.76 
1-58278-008-0 Quick Course in Microsoft FrontPage 2000 $15.95 $12.76 
1-58278-006-4 Quick Course in Microsoft Outlook 2000 $15.95 $12.76 
1-58278-004-8 Quick Course in Microsoft PowerPoint 2000 $15.95 $12.76 
1-58278-007-2 Quick Course in Microsoft Publisher 2000 $15.95 $12.76 
1-58278-002-1 Quick Course in Microsoft Word 2000 $15.95 $12.76 

ISBN Workbooks and IRPs** Price each 5 or more 

1-58278-011-0 Quick Course in Microsoft Word 2000  $12.75 
1-58278-015-3 Quick Course in Microsoft Word 2000 IRP $16.95 

ISBN Single-User CD-ROMs Price each 

Office 2000 MOUS Study 4-Pack $79.95 

Quick Course   = 
Consistent Quality 
All the Quick Course 
books are written by 
the same team of 
authors, so if you like 
one, you’ll like them 
all! Detailed Tables of
Contents are available 
for your review on our 
web site. 

Backlist Titles 
Many backlist titles 
are available at a
discounted price, on 
a non-returnable basis. 
Please consult our 
web site for price and 
availability.

How to Order

 

We welcome orders via 
phone or fax. For the fastest 
service, place your order on
our web site. 

 

Please fax purchase 
orders to us at  
(425) 881-1642.

2217 152nd Avenue NE
Redmond, WA  98052

Tel: (425) 885-1441
Fax: (425) 881-1642
Toll free outside WA: (800) 854-3344 

Web site: www.otsi.com
E-Mail: QuickCourse@otsi.com

*Please call for availability. 
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1-58278-030-7 Quick Course in Microsoft Access 2000 $24.95 
1-58278-029-3 Quick Course in Microsoft Excel 2000 $24.95 
1-58278-031-5 Quick Course in Microsoft PowerPoint 2000 $24.95 
1-58278-028-5 Quick Course in Microsoft Word 2000 $24.95 
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Visit our

web site at:

www.otsi.com

1-58278-010-2 Quick Course in Microsoft Office 2000  $15.95 
1-58278-014-5 Quick Course in Microsoft Office 2000 IRP $16.95 
1-58278-012-9 Quick Course in Microsoft Excel 2000   $12.75 
1-58278-016-1 Quick Course in Microsoft Excel 2000 IRP $16.95 
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http://www.otsi.com

