LESSON 6 - CONTROL PANEL

Objective

Adding and Removing Programs
Change Mouse Properties
Change Desktop Color Scheme
Change Background Color
Screen Resolution

Setting up a printer



Table of Contents

LESSON 6 - CONTROL PANEL ...ttt ettt 1
THE CONTROL PANEL ...ooiiitiie ettt sba e ebae s b 1
(O T TY ToaV 4 1= 1LY AR 1
ADDING/REMOVING PROGRAMS ...ttt 2
INSTALLING A PROGRAM FROM A CD ..ooo oottt 3
TO REMOVE A PROGRAM. ...ttt st st 3
ADDING FONTS ..ottt e e st e e sab e e s bt e e s bt e e s b ee e s beeeeanes 4

Download font file from the INTErNEL. ......ccvvviiiiieee s 4
PERSONAVLIZE THE MOUSE ........c.ooi ittt sttt 6
DOUDIE CHCK SPEEU ... 6
) 1 T (=T 6
INCrease MOUSE POINIEE SIZE.......coccveiiiiieiiii ettt ee e s s sbaee e e aans 6
MOUSE POINTET SPEEU ..ot sre e 7
CHANGING THE DESKTOP ...ttt ettt st srae e 8
LAY I I o o = T 8
DISPLAY PROPERIES ..ottt ettt sttt 10
Change Color SCREME.......cc.eiiice e 10
INcrease Size Of ACLIVE BOFUET .......vvviiiieiee ettt e ebeae e 10
1o (L LS T- Y/ PP 11
MONITOT POWET SEEHING ....c.viiiieiieiieieite ettt 12
Yo e A R TS0 (U1 o] o 13
HOW MaNY PIXEIS? ...t 14
Y LT B L o PSSRSO 14
DATE AND TIME ..ottt e et e e st e e erees 16
CAPACITY OF THE HARD DRIVE ...ttt 16
CAPACITY OF THE RAM. ...ttt ettt 16
SETTING UP APRINTER ....oooiitie ettt 17
PRINT MANAGER. ...ttt et e st e s ete e s eaees 17
[ O L] TR 18

To customize the WallPaper. ..o 18

N[ T3 TTTTPRTR 19



THE CONTROL PANEL

In Vista this was known as the Control Panel Home view versus the Classic view. In
Windows 7, this view is known as the Category view. This can be change by clicking on

the w right of the View by: Category in the upper right corner of the windows.

SRR =

@Ov‘ﬂ » Contral Panel »

Adjust your computer's settings

e System and Security

, Review your computer's status

- Back up your computer

Find and fix problems
% Network and Internet
W View network status and tasks
Yy Hardware and Sound
ﬂ‘ View devices and printers
Add a device
Programs

A
) Uninstall a program

Choose homegroup and sharing options

v| +y | | Search Control Panel P ‘

View by: Category ~

User Accounts and Family Safety
J "' Add or remove user accounts
& set up parental controls for any user

Appearance and Personalization
Change the theme

Change desktop background

Adjust screen resolution

Clock, Language, and Region
= Change keyboards or other input methods
g Change display language

Ease of Access
Let Windows suggest settings
Optimize visual display

The new Control Panel organizes all functions into easy to find categories.

Icon View or Classic View

E=SECH =33

Adjust your computer's settings

@Ov‘ﬁ » Control Panel » All Control Panel Items »

ol

h | hes ‘ ‘ Search Con

View by: Small icons ~

W™ Action Center

'59 Backup and Restore

@ Credential Manager

Bl Desktop Gadgets

= Display

A Fonts

#¢ Indexing Options

< Keyboard

l:f-' Network and Sharing Center
_k,- Parental Controls

&$ Phone and Modem

Q) QuickTime

& RemoteApp and Desktop Connections
Y Speech Recognition

,J_ Taskbar and Start Menu
 Windows CardSpace

&/ Windows Update

=) Administrative Tools
¥ BitLocker Drive Encryption
7 Date and Time
.fal Device Manager
@ Ease of Access Center
]' Getting Started
€ Internet Options
7 Location and Other Sensors
= Notification Area Icons
B Performance Information and Tools
‘# Power Options
& Recovery
a Software Updates
(W Sync Center
& Troubleshooting
&4 Windows Defender

W3 AutoPlay

M Color Management
& Default Programs
4 Devices and Printers
J7 Folder Options

) HomeGroup

| £ Java

F Mouse

NVIDIA Control Panel
& personalization

4l Programs and Features
] Region and Language
& Sound

& System

H2, User Accounts

ﬂ Windows Firewall

The icon view can be changed to eight Small icons or Large icons.
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If you are familiar with previous versions of Windows (XP,2000, Windows Me) and their
predecessors, the “lcon View” should be easier to navigate. This is the best way to
easily see all components of the Control Panel

When you open your Control Panel window, you will notice the many icons that are
available for adding, removing and changing. We have gone through many of the icons
shown above, such as Add/Remove Programs, Date/Time, Display, Fonts, Mouse,
Scheduled Tasks and System. Something that you might want to do is to change the
sound or music that you hear when the computer speakers are on. See what you can do
with the sound by opening Sounds and Audio Devices. As you can see, the computer can
be set to your pleasure — that is why it is called a PC (Personal Computer).

You are now looking under the hood of Windows. In this window you can make many
changes to your computer. There are some settings that you shouldn't play with until
you have gain a better understanding of your machine. We will deal with options that
you may want to use.

ADDING/REMOVING PROGRAMS

Control Panel » Program and Features

Any time you install new software onto your computer, it makes a lots of changes to all
kinds of settings in Windows. If you want to get rid of a program by just dragging it into
the "Recycle Bin," you won't necessarily get rid of all the little parts of the program.

One of the major reasons so many new computer users have problems with their
computers is that they've installed or removed software incorrectly.

If you just drag a program or folder containing a program into the "Recycle Bin," your
computer may seem to act fine until you turn it off and then start it back up later. At that
point you may find that you're getting all kinds of errors or problems. Why is this so?
Because Windows is still looking for the program you deleted. You must let Windows
know when you take a program off your computer — it must be done completely and
properly.

To do this properly, go to the "Control Panel™ and open the "Program and Features"
option.
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N : -El :
@ Qwh' » Control Panel » All Control Panel Items » Programs and Features - | 3 | | Search Programs and Fe.. S |
Control Panel Home .
Uninstall or change a program
View installed updates To uninstall a program, select it from the list and then click Uninstall, Change, or Repair.
% Turn Windows features on or
ol Organize * = r @
Name - ~ | Publisher Installed C #
@Macromedia Fireworks 4 Macromedia 3/1/2010
B | Magic DVD Copier Version 5.0.0 Magic DVD Software, Inc. 5/3/2010
i | Magic DVD Ripper V5.4.2 Magic DVD Software, Inc. 5/3/2010
ﬁMicrosof‘t NET Framework 1.1 3/1/2010
r.:; Microsoft Office Home and Student 2007 Microsoft Corporation 3/1/2010
D_‘. Microsoft Office Live Add-in 1.3 Microsoft Corporation 6/23/2009 3
« Microsoft Silverlight Microsoft Corporation 6/4/2010
| 'j‘Microsoft SQL Server 2005 Compact Edition [EM... Microsoft Corporation 6/23/2009
f@Microsof‘t Sync Framework 2.0 Core Component.. Microsoft Corporation 5/11/2010
ﬂMicrosof‘t Sync Framework 2.0 Provider Services ... Microsoft Corporation 5/11/2010
# | Microsoft Sync Framework Runtime Native v1.0 .. Microsoft Corporation 6/23/2009 ~
4 " 3
— Currently installed programs Total size: 3.76 GB
| 102 programs installed

"To install a new program from a floppy disk or CD-ROM drive, click Add New
Programs."

This is usually not required since the new program will automatically install when you
insert the CD into the CD drive.

Always follow the manufacturer's instructions.

INSTALLING A PROGRAM FROM A CD

Most installation will automatically start when you insert it into the drive. You need to
first read the installation procedure supplies by the manufacturer of your particular
software. The following is a manual method for installing most common programs:

1.
2.

3.

4.

Insert the CD into your CD-ROM drive.

If your computer is configured to detect a newly inserted CD, the Autorun menu
will appear. If the Autorun menu does not appear after a few moments, click on
the Start button then select Run, and type E:\setup.exe (where E is the letter of
your CD-ROM drive.) If you are not sure of your CD-ROM drive's letter, double
click on the 'My Computer' icon on the desktop, and make note of the letter on
the CD-ROM icon.

Click on the install or setup option and follow the onscreen instructions for
installation and setup.

It is recommended that you restart your system after installation is complete.

TO REMOVE A PROGRAM

1.
2.

3.

Look in the box with the listing shown on the previous page.

Scroll through the list to select the program that you would like to remove and
click on it.

Click on "Change or Remove Programs" at the left. Follow the directions that
will appear.
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ADDING FONTS

The fonts that are installed in your computer can be seen by going to the Fonts
Window. Itis installed as part of the Operating System (OS). The path is:

Start > Control Panel > Fonts

[F=% el =%
@Q=| A *» Control Panel » All Control Panel Items » Fonts » v| +7|| Search Fonts 2|
Control Panel Home . . .
Preview, delete, or show and hide the fonts installed on your
Font settings computer'
Get more font information
online Organize ~ i | v | @
ey aanrg v
Adjust ClearType text i
Enharacter ELEGANCE ELLIS Englishl57 Estrangelo EucrosialP Euphemia
Regular Regular BT Regular Edessa C Regular
Change font size Regular
¥V Abg TR Abg
Euphorigen EXCESS FangSong Fixedsys Franklin FrankRuehl
ic S Regular Regular Regular Regular Gothic Regular
dbg Ay Ay by Abg
See alsa Freehand52 Freehand57 FreesiaUPC Freestyle French Gabriola
. 1BT 5BT Script Script MT Regular
Text Services and Input Regular Regular Regular Regular -
Language
b N } 310 items
ersonalizatuon I

To add new fonts to your computer:

Place the disk with a copy of the fonts you want to add to your computer into the proper
drive. Open the fonts Window. Click on File and select “Install New Font...”

In the Add Font window, select the drive where the disk containing the new fonts is
located. Then, open the folder that contains the fonts to be added. A list of fonts will
appear in a few moments. Select the names of the new fonts to be added and click OK

To install fonts you will simply drag and drop your new fonts into the Windows Fonts
folder. You will want to open two folders: the folder with your new fonts and the system
fonts folder. Note: before installing any new fonts you should close all open applications.

Download font file from the internet.

1. From the Start menu select Control Panel.

2. Select Appearances and Personalization, then select Fonts.

3. Open the folder containing the TrueType font files you have downloaded. Make
sure you can see both the Fonts folder and the folder with your new TrueType
fonts.

4. Copy downloaded font and paste into Control Panel>Font windows.
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PERSONALIZE THE MOUSE

_7 Mouse Properties @

Buttons | Painters | Pointer Options | Wheel | Hardware

Button configuration

Switch primary and secondary buttons;

Selectthis check box to make the button on the right #
the one you use for pimary functions such as

T

=

selecting and dragging. L

Double-click speed
Double-click the folder to test your setting. Ifthe folder Practice your
does not open or close, try using a slower setting. dOUble CliCkS

Speed: Slow |_J Fast until the folder
opens and
ClickLock closes.

Turn on ClickLock Settings
Enables youto highlight or drag without holding down the mouse button.
To set, briefly press the mouse button. To release, click the mouse button
again.

0K l | Cancel

|z=

Double Click Speed

The double-click is an important skill that needs to be masters. Double-click can launch
an application or open a file folder or CD.

If you have difficulty with this skill, you can change the speed of the double-click rate to
make it work for you.

1.Start > Control Panel
2.Double click: the Mouse icon (Classic View).
3.The default tab is the Buttons Tab
Drag the slider to increase or decrease the Double-click speed.
Practice it in the folder windows:
a. Double click the “folder icon” to open it.
b. Double click the “folder icon” again to close it.

Left Handed

If you are left-handed, you need the reverse the function of the left and right mouse
buttons.

Increase Mouse Pointer Size

On the Pointers tab we can choose the type of pointer the mouse is to have when it
moves, when it is busy, when it is used, etc
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¥ Mouse Properties - M

| Bul'tcn5| Poirters | Pointer Options I Wheel | Hardware|

Scheme

Windows Aero scheme -

(Mone)

30-Bronze (system scheme)

ID-White (system scheme)

Conductor {system scheme)
Ct Dinosaur (system scheme)

Hands 1 {system scheme)
’i Hands 2 (system scheme) i
Magnified (system scheme)
0ld Fashioned (system scheme) l} =
| Varations (system scheme) 7
Windows Aero (extra lange) (system scheme) _
i Windows Aero (large) (system scheme) L\{j
Windows Aero (zystem scheme)
Windows Animated (system scheme) _
| Windows Black (exra large) (system scheme) f’)
Windows Black (arge) (system scheme) .
Windows Black (system scheme) _|_
Windows Inverted |extra large) (system scheme)
Windows Inverted large) zystem scheme) 1
— Windows Inverted iﬁ stem sd'lemeE
¥, Windows Standard (edra large) (system scheme) E]

Windows Standard {Jarge) (system scheme)

Extra large
system scheme

| oK || cancel || epk

Select one of the large or extra large system scheme.

Mouse Pointer Speed

You can change the speed with which the Mouse reacts by moving the pointer on the
line. To move the pointer, drag and drop it onto a new position. Click on the Pointer
Options tab. Drag to slide to the right to increase the pointer speed.

_F Mouse Properties g
Porter Optors el | Fardnas

Moation

l} Select a pointer speed:

Fast

Enhance pointer precision

Snap To

[] Automatically move poirter to the defauft button in a
dialog ba

Visibility
.. [] Display poirter trails
Short T Long

l:l Hide pointer whils typing

@ [ Show location of poirter when | press the CTRL key

[ ok ][ cancel Apply
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CHANGING THE DESKTOP

Right click in an empty spot on the desktop. A shortcut menu appears. It offers various

options. Click on Personalize. The follow screen will appear:

o6 e

Control Panel Home

Change desktop icons
Change mouse pointers

Change your account picture

UO l‘ » Control Panel » All Control Panel Items » Personalization

- ‘ 44 || Search Control Panel o
Change the visuals and sounds on your computer

Click a theme to change the desktop background, window color, sounds, and screen
saver all at once.

-~

My Themes (1)

m

Unsaved Theme

Save theme  Get more themes online

Aero Themes (7)

KA ( ﬁ\ [ ’ﬁ}ﬁ -

See also r— : =y
isplay v
T : ,
askbagandsstardvent Desktop Background Window Color Sounds Screen Saver
Ease of Access Center Harmony Windows 7 Basic ~ Windows Default None

From this dialog box, you can customize the appearance of your windows environment.

WALLPAPER

Control Panel » Personalization » Desktop Background

Wallpapers are images that appear in the background on your Desktop, behind all your
icons. To change your Desktop wallpaper, do the following:

or

Click anywhere on the Desktop that is not an icon, but click once with your right hand
mouse button, select Personalize. Click on Desktop Background.

To Change Background:

1. Click on Browse.
2. Select background from file browser windows.
3. Click Open.

Change Background to your Personal Pictures:

1. Click on Browse.
2. Navigate to your own Picture folder under your personal folder.
Example: Steve>Pictures>Hawaii Vacation>
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3. Select background from file browser windows.
4. Click Open.

[F=% el =X~
@Ov‘q « Personalization » Desktop Background v|+¢H Search Control Panel pl

-

Choose your desktop background

Click a picture to make it your desktop background, or select more than one picture to create a slide show.

Picture location: IWindows Desktop Backgrounds '] I Browse...

| selectall | [ cearan |

4 Architecture (6)

=

4 (Characters (6)

o] »

m

Picture position: Change picture every:

30 minutes - Shuffle

Fill -

SavechangesJ [ Cancel

This figure shows the Windows Vista Theme on the screen. You can choose other
themes for your display. After you select one, click on "Apply" and click "OK." You
now have a new theme displayed on your monitor.

Be sure to click "Apply" then "OK." Apply makes the change. OK saves it.
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DISPLAY PROPERIES

Personalization » Window Color and Appearance
Click “Open classic appearance....”

Change Windows Color and Appearance

You can change the color show from “Windows Aero” to “Vista Basic”. This will
increase the performance of you display. However some of the new Area feature such an
flip 3, windows animation and transparency will be lost.

&L Window Color and Appearance @

Window Color and Appearance

Inactive Window i = ﬁ
Active Window _ ol %]
Normal Selected
Window Text ﬂ
Message Box &
Message Text J

To turn on Windows Aero, select a Windows theme. Colors and sizes
selected here apply only if you have selected the Windows 7 Basic
theme or an Ease of Access theme.

Item: Color 1:
Desktop - ‘- v‘
~ e B
0K l | Cancel

Increase Size of Active Border

For seniors with visual impairment, increasing the width of the windows border will
make it easier to resize the windows.

Right-click on an empty area of your desktop.

Choose Properties.

Click the Appearance Tab.

Click the Advanced button.

Choose Active Windows Border from the ‘Item’ drop-down menu.
Change border size..

Press Apply when you’re finished.

NoookrwbdPE
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Screen Saver (Power Setting)

Control Panel ™ Personalization ™ Screen Saver

Before the advent of LCD screens, most computer screens were based on cathode ray
tubes (CRTs). When the same image is displayed on a CRT screen for long periods of
time, the properties of the exposed areas of phosphor coating on the inside of the screen
that will eventually leading to a “burned-in” or "ghost™ image on the screen.

With the new LCD monitors, there is really no need to have a screen saver to this
purpose. However, the screen saver has other functions. On a laptop, it can be use to
conserve energy thereby extending the life of the battery while you are on a flight. It can
also be use as a security feature to lock or log-off the computer when you are not using it
for a set period of time.

There are other features that you may want to adjust such as the “Screen Saver” Click on
the Screen Saver tab on the Display Properties window. The Display Properties window
will appear as it does below. Click on the down arrow in the Screen Saver box to see the
available choices. Select any screen saver from the list by clicking on the name. A
preview will appear on the monitor image in the upper part of the tab. If you want to see
a full size preview, click on the Preview button. After viewing the full size preview,
simply glide your mouse a short distance and the Display Properties window will
reappear.

KX Screen Saver Settings @

Screen Saver

Screen saver

(None) v Settings Preview

15 ["] On resume, display logon screen

Power management

Conserve energy or maximize performance by adjusting
display brightness and other power settings.

Change power settings

OK ] [ Cancel
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Monitor Power Setting

This setting will be more beneficial for laptop computers to save power to extend the
battery life while you are working away from any power outlet. The power plan will help
you maximize performance while conserving energy. There are 3 default power plans,
balanced, power saving and high performance. The default plans meet most people’s
computing needs. If these plans don't suit your needs, you can easily create your own
plan by using one of the default plans as a starting point then click on the Change plan
setting option to be further tweak them.

BN B O

‘® <« All Control Panel Items » Power Options - | +5 | | Search Control Panel P

o

<@

Control Panel Home
Select a power plan

Require a password on wakeup Power plans can help you maximize your computer's
performance or conserve energy. Make a plan active by selecting
it, or choose a plan and customize it by changing its power
settings. Tell me more about power plans

Choose what the power
buttons do

Create a power plan
Preferred plans
k. Choose when to turn off the

display (@ Balanced (recommended) Change plan settings

Automatically balances performance with energy

Change when the computer -
consumption on capable hardware.

sleeps
() Power saver Change plan settings
Saves energy by reducing your computer's
performance where possible.
Hide additional plans )
See also :
() High performance Change plan settings

Personalization
Favors performance, but may use more energy.
User Accounts

Each power setting plan can be customized by clicking on Change plan settings:

=N ol =
@ Ov|\§' « Powe.. ¢ EditPlan .. - | +4 | | Search Cont.. R l

Change settings for the plan: Power saver

Choose the sleep and display settings that you want your computer to

use.
k.' Turn off the display: l5 minutes V]
9 Put the computer to sleep: l15 minutes v]

Change advanced power settings

Restore default settings for this plan

Save changes Cancel
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Text Sze
Control Panel » Personalization » Display

@ @vlu « All Control Panel Items » Display v| +3 | ‘ Search Control Panel ol

Control Panel Home . . \
Make it easier to read what's on your screen

Adjust resolution You can change the size of text and other items on your screen
. by choasing one of these options. To tempararily enlarge just
] .
¥ Calibrate color part of the screen, use the Magnifier tool.

Change display settings

Adjust ClearType text Smaller - 100% (defaulll  Preview

Set custom text size (DPI)

@ Medium - 125%

Larger - 150%

See also
Personalization

Devices and Printers

Screen Resolution

Control Panel » Personalization » Display

To change the screen resolution, click on Change display setting in the left task pane.
For the visually impair individual, it may help to lower the screen resolution. This will
increase the size on objects on your desktop. For images that are being displayed on the
screen, higher resolution does not equate to better clarity as it does with printed images.
For screen images, resolution simply means size. If your resolution is higher, the image
dimensions will be larger. Larger images may look clearer, but there is a trade-off in
screen real estate. Although very small images are often seen as "fuzzy," the difference in
quality as the images get larger is hardly noticeable.
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(=1 NN ==
@ Ov‘a « Display » Screen Resolution v| 5 | | Search Control Panel )
Change the appearance of your display
Detect
Identify
Display: 1. DELL 2405FPW -
Resolution: 1680 = 1050 -
Orientation: Landscape -
Advanced settings
Make text and other items larger or smaller
What display settings should [ choose?
\ oK ‘ I Cancel ‘ A

1. Besure you are in Classic View (all Control Panel icons are showing).
2. If not, under Control Panel in the left pane, select Switch to Icon View.

3. Select Display.

How Many Pixels?

The picture on your computer screen is made up by colored dots called "pixels”. The
more pixels used to make the display, the sharper and clearer your picture will be and the
smaller everything will look on your screen. This is called screen resolution.

Years ago, computer manufacturers set screen resolution for 640x480 pixels (height and
width). Today, this has generally been bumped up past 800x600 to 1024x768 width.
People with larger monitors may set their screen resolution for 1280x960 or above.
Because of the different aspect ratio of a wide screen display, you might set it to 1440 X
900. The issue here is that web pages look different at different computer monitor
resolutions.

Aspect Ratio

For digital files, the most important AR is the Display Aspect Ratio. This is the actual
shape a frame is supposed to be displayed with, rather than simply the resolution. For
example, the NTSC and PAL DVD-Video resolutions examples above will always have a
DAR of either 1.33 or 1.78, depending on whether they're encoded for a Fullscreen (4:3 /
1.33) or Widescreen (16:9 / 1.78) television. This is why an Anamorphic (1.78 AR) DVD
always looks squeezed horizontally when viewed on a computer without DAR correction
and a Fullscreen (1.33 AR) NTSC DVD looks horizontally stretched, while a Fullscreen
PAL DVD looks squeezed. DAR may also be referred to as Signal Aspect Ratio because
the file signals the decoder to use a particular AR, regardless of resolution. Signal Aspect
Ratio may be referred to as SAR, but to avoid confusion with Storage Aspect Ratio this
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isn't generally advised. To be as clear as possible it's generally best to stick to using DAR
instead.

Power Option

From the Power Option menu, select Choose what the power button do on the left task
pane.

=8 Eol =
@v |‘Q’ « Power Optio.. » System Settings - | 4 | | Search Control Panel jo |

e

Define power buttons and turn on password protection

Choose the power settings that you want for your computer. The changes you make to the
settings on this page apply to all of your power plans.

Power and sleep button settings

@ When I press the power button: lShut down ']

4
m

@ When [ press the sleep button: lSIeep

Password protection on wakeup

& Change settings that are currently unavailable

(@) Require a password (recommended)
When your computer wakes from sleep, no one can access your data without
entering the correct password to unlock the computer. Create or change your user
account password

Don't require a password
When your computer wakes from sleep, anyone can access your data because the
computer isn't locked.
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DATE AND TIME

1. Right click on the clock.

2. Click on: Adjust Date/Time. If you wish to change the time, select the number to
be changed and type the new number. Most computers will automatically
make the changes for Daylight Savings. If it is not keeping time, the
battery may need to be changed.

CAPACITY OF THE HARD DRIVE

(The size and the space available in the main memory or storage bank - the C-
drive)

1. Click on the Start button. When the Start Menu appears, click My Computer.

2. Right click the C-Drive (Hard Drive) that is listed under Hard Drives.

3. Click Properties.

4. The General Tab will show the space available on your Hard Drive and also
the size of your Hard Drive.

5. The Tools Tab is the housekeeping tab.

CAPACITY OF THE RAM

1. Start > Computer > Control Panel
2. Classic View: Double click: System
3. Click Performance Tab

In common usage, the term RAM is synonymous with main memory, the memory
available to programs. Software programs run off of RAM (Random Access Memory).
Every time you open a program, it gets loaded from the hard drive into the RAM. This is
because reading data from RAM is extremely fast, whereas reading data from the hard
drive is substantially slower. Running programs from the RAM of the computer allows
them to function without any lag time. (This information is not important at this time.)
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SETTING UP A PRINTER

[E=% EoR =%~
UU !-n;( <« Hardwar.. » Devices and Printers » v‘ 4y ‘ ‘ Search Devices and Prin.. P |
Add a device Add a printer =] v (2]
4 Printers and Faxes (8
Canon MX850 Canon MX850 Journal Note
series FAX series Printer Writer

1

/ / C/

it it

- W
MlcrosoftXPS PageManﬁger PrimoPDF ~ Sfm_i T.OM- Ll
: / 18 items
=

Choose Start > Control Panel > Devices and Printers

Click the "Add a Printer" button, and click "Next" when the Wizard starts.
Verify that the "Local Printer" option is selected, and click "Next."
Normally, your computer will detect the new printer you’ve connected.

. If the printer isn’t detected, select the manufacturer of the printer in the
'Manufacturers list.

6. Select the printer in the "Printers" list, and click "Next."

7. Select the port to which the printer is connected, and clicks "Next."

8. Specify the printer name, and click "Next."

9. Specify whether a test page is to be printed or not, and click "Finish."

w kA wh e

PRINT MANAGER

Once you have installed your new printer, the icon of the printer will appear. Open it
and you have what is known as the “Device and Printers”. This view shows all of the
documents that have been sent to the printer. Through the print manager we can cancel or
pause a document to be printed.

Open the icon for your printer to view the Printer Manager screen. Each print job will
listed in order. It will show job currently printing and job waiting to be printed.

The print manager is very useful because we can cancel a document if we do not want it
to be printed.

It is possible to restart a print job that has been stopped by turning the computer off or by
pausing the documents to give way to other more important ones. When we send a
document to print, the printer icon will appear in the notification area on the bottom right
of the screen. Usually an icon will also appear, depending on the program we are printing
from, such as Word, Excel, etc.
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e hp psc 1200 series g@w

Prinker Document  Yiew Help

Document Mame Skatus Pages Size Submitted

Document Prinking 1 216 kB2, 23 KB 11:39:45 PM 6)25/20
2 2]
1 document(s) in queus

EXERCISE

To customize the wallpaper.

Step by step exercise.

1. Click with the right mouse button on the Desktop.

2. From the shortcut menu that opens, click on Properties.

3. On the Desktop tab select the image that you have now.

4. Select the image Autumn.

5. In Position click Stretch. See the result on the screen in the window.
6. In Position click tile. See the difference.

7. In Position click Centered.

8. Click OK

9. Repeat steps 1 and 2 and return to the wallpaper you had.
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Notes:
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