Windows XP Basics

Creating Dasktop Shortcuts |Changing XP Start Menu to Classic View

Fin/Remave Items to Start Manu

1. Find the prograrm yeae would [1. Click Starf,

Exe b0 add to tha Deskiop, 2. Right-click a blank area of the Slant Menu.
2. Right<click on the program |3, Sefect Propertiss,

lsen. 4. Click the Classic Stan Menu radio butlan,
3. Click Sand To, 5. Click Ol

4. Selecl Deskiop fcreale an
fean )

1. Find the program you would ke to
atd o the Siad Manc.

2. Right-click on the program icon.
3, Selact Pir fo Siee Monw,
Removing lbams

1, Right-chck on ihe Sfarf AMenu
PRCGram oo

2. Select Unyin from the Slard Monw,

Microsod:

'Windows*?

y
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Creating Qulck Launch leans on the Taskbar Search for & File or Folder
1. Find the program vouw would ke to add o the Taskbar, 1. Click Siart.
2. Right-clizk on the icon and drag it to the Taskbar, 2, Click Search
3. Release your mouse bulton and select Creale Shorfouts Here. 3. Click an AN Flles ang Folgfarg,

sur Computer and File Locations

8~y Computer

4, Type the name of the foldar or filg
! ing for im the search
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|Renaming Files

1. Righl-click on {ha file or folder vou wish
A0 rename.

2. Choose Renams.
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3. A small box will appoar naxt 1o the file, | M ki
Click in the box snd lype the naw nama. i 1
. Hitthe Emer key or click away and you| e =10 Qﬂwj Yo

fill will ber ranamed et
Dovicon with Rrmo st Gorags B

Moving your Files H . H_‘u

1. Locate he file you want 1o move, g A Gy P

2. I you are in sy Compuler you can
e ol [y

drag and drop tha file to fs nenw locatiosn,
3. Another way 10 move & filg is 1o Right-
Cifck on It and choose Cul.

4. Wavigaia bo fhe folder you would B ta

;;.g S TORLEY H Livul’uhmrl:ﬂ-ﬂ |

Dalating Filoa

1. Click on the file you would like o
dedele,

2. Either drag the file to your Recych
bir or hil the delata key on your 91

keyboard, E
Bt By

3. Confirm your Gelation
by selecting Vs
LisIng a Ma SJump Drive
1. Locate your USE porl and inserl
Your jump drive, Your computer will

|recognize it as an additivnal drive,
2, In My Compulor you may save Lo
it or opan |1 Uke amy oiher drive on

YOUT Sy3tam,
3. Do not remove your jump drive

rmova the file to and Righ-Click again, T wiew your drivas and lolders, just double-

uwntil you do the following:

Choosa Pasta o pul the file there. click on My Computer, 4. Right-click on the esternal USB
utomatlc Popup Window contral in your laskbar

1. When you insar a jump drive of & CO yaur computer wil TEE— | pnd choose Sefaly @
uiomatically see it and ask you what i de in @ pop up window, o |Remove Mardware.

2. Choose lo Play a music CD using Windows Media Player E,—- 5. Choosa USE Mass Storage

ar RealPiayer. s Device an i j

4. Or Open Folder [o View Files ST drive. R R

5. Or Take No Action i locooramoandgoese |

== [Sound and Audlo Settlngs
J.Isiﬂg tha Control Panel Adjust your speakeds, your
LAccessibllity Dptions Date and Time [microphane, midi playback aptions,

1. Click Start, Contrad Panel, Date & Tirpe,
2, Adjust your date and time using the
winedows on the lefl

1. Click Start, Conlrod Panel, Accossimily

Optiong.

2. You will see tabs for the keyboard,

sound, the display, the mouse, and 3. Adjust your tima zona with tha time zone
gnoral adasiments, tab.

of put your wolume lean in the
taskbar.

1. Click Sfarf, Controf Paned, Sownd
ard Audio Dowvices.

2. Sefecl the appropriate lab.

Display Settings-Right-Ciick on the Deskiop and select Properiies

Drfault Printer

Themes-alows you to dick on the drop down menu to choose a coordinated loak Tad your
uber scraen

Desktop-ailows you Lo select o specific picture as background, to center, siralch, of tile
lhe plciure, and 1o salact a color schems fod Windows.

Creensaveraiiws you to select a scroensaver, to sat the fiming for if, and o adjust! tho
ROWer seitings on your computar

To Adjust Monitor Fower Setiings-Click Fower (rom the screensaver tab and use ihe
drop down menus (o sdps! power options. BeCAuSE you &r8 on & nebwork wa
feCommeEnd you sat your power oplions to Never,

Appearance-aliows you sel your Wingows colcr scheme, Ihe skze of your Screen fants,
and olher screen setlings.

Settings-aliows you lo adpist your screen resolution and thi numbser of colors your
monitor displays. Onby uge the Advarce button if really knew what yeu're de
Microsoli Windows tes

1. Chck Stael, Printers and Faxes.

2. Right-click the dosired dofault
printer and setact Sei a5 Defaur
FPrinter,

FPause or Dwlete Print Jobs

1. Double-click the printes ian in the
1laald:-ar.

2. Select tha print job you want to
stop.

3. Select Prinfer, Pouse OR Printer,
Dalale.

Virus Updates
1. Double-click the anbvirus shisld in
yaur laskbar,

1. Click Sian, Programs, Windows Update. This will gpen @ window on the intermat and
Wil SCan wour systom for updates.
2. Solect {nsiall for those updale you would like to natall and fallow the wizasd 1o install

lhem. Yoy may be asked o rebool yeur machine aliar or during updates.

2. Click on Live Update and loliow
hi wizard's instmctions.

3. Always check your virus dofinition
dale freguantly.




