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WINDOWS EXPLORER

To Search for a File or Program: Click the Start button and type a keyword for the
file or program. Results are displayed immediately in the menu.

To Search for a File in a Folder: Open the folder you want to search. Click the
Search box in the upper right corner of the window and enter keyword(s) for the
file you want to find.

To Add a Search Filter: After entering keywords in the Search box, select a filter
from the list that appears. Examples include Type, Date Modified, Size, etc...

To Change Window Layout: Click the Organize button on the toolbar, point to
Layout, and select a layout option.

To Create a Folder: Click the New Folder button on the toolbar. Type a name for
the folder and press <Enter>.

To Use the Address Bar to Navigate: Click a location on the Address Bar to go to it
in the window. Click a location’s list arrow to view and open subfolders within the
location.

To Preview a File: Click the Preview Pane button on the toolbar or press <Alt> +
<P>. Select the file you want to preview.

‘ ADMINSTRATOR TIPS

How to run as admin: Right click a program and choose RUN AS ADMIN. Cascading Windows
How to log in as Admin / How to Switch User: If your name does not appear on
the desktop for you TO enter your password, just click SWITCH USER. Then type in
your user name. ExampleTom Thumb: company\tthumb and password. For
administrator: company\adminstrator and password.

To Cascade 2 Windows side by side, open
each window, grab the right hand corner
of the window you want on the right and
slap it on the right side of the screen.
Repeat for left.




‘ WINDOWS EXPLORER SCREEN TIPS

To Personalize Windows 7 Appearance and Sounds
Right-click the desktop and select Personalize. The
Personalization window appears. Click the appropriate links to
personalize these things:
* Themes - Change menus, icons, backgrounds and sounds all at
once.
¢ Desktop Background - Choose Built-in colors and pictures, or
use your own. Select more than one picture to start a slide
show.
* Window Color - Change window color and transparency.
e Sounds - Change which sounds play when you perform
different tasks.
e Screen Savers - Adjust what it displays and when it appears.
e Desktop Icons - Add icons to the desktop, such as Computer
and Network.
* Mouse Pointers - Change how the pointer looks and acts,
reverse buttons.
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| PERSONALZATION | PROBLEMS STEP RECORDER

You can use Problem Steps Recorder to automatically capture
the steps you take on a computer, including a text description of
where you clicked and a picture of the screen during each click
(called a screen shot). Once you capture these steps, you can
save them to a file that can be used by a support professional or
someone helping you with a computer problem.
To Record and Save to your Computer
1. Open Problem Steps Recorder by clicking the Start button
, and then typing psr. In the list of results, click psr.
2. Click Start Record. On your computer, go through the
steps on your computer to reproduce the problem. You can
pause the recording at any time, and then resume it later.
3. Click Stop Record.
4. In the Save As dialog box, type a name for the file, and then
click Save (the file is saved with the .zip file name extension).

You can add Toolbars to your taskbar area. A toolbar
is a list of shortcuts to favorite areas of your
computers. Right click the Taskbar to see the menu.
Select Toolbars to add a internet address bar to your
taskbar or select Link to add your favorites.
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