Windows Shortcuts
Work Faster and Smarter




The /root/ of the problem
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Windows Folder

(important for fonts)




Program Files Folder

(applications)

Program Files




Docs and Settings

(home)




The Big Picture




Manage Shortcuts

Alt + Click and Drag
Right Click and Drag




Quicklaunch S ———

Rt-click start button>properties>taskbar




Taskbar

Taskmanager/Lock and Unlock




Your Screen

m Resolution — Measurement of screen
real estate

= 640 x 480
= 800 x 600
m 1024 x 768

= Color Depth
m 256 colors

m 16 bit color
m 24 bit color




The other mouse button

m Desktop
= Tidy-up your icons (arrange by>)
= Check Screen Settings (properties)
m Screensaver, Desktop Picture
= Redraw Screen (refresh)
= Organize ( new=>folder)

m A folder

= Cut, copy, paste

= Rt-Click + Drag (Move, Copy, Make
Shortcut)
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The Views

= My Documents
a My Compuker

dLES

ecycle Bin

.: Internet Explorer

|p Search H:?j il |v

stake mask large
W2 kevboard
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= A keeper
Tools>folder options>view

Folder Options

| Generall Wigw | File Types | Offline Files |

Falder vigwms

You can apply the view [such az Details or Tiles] that
ou are using for this folder to all folders. [

LﬁpplytoﬁllFolders J [ Reset All Folders

Advanced seftings:

|C5) Files and Falders
Autornatically search for network, folders and printers
Digplay file size information in folder tips
Digplay zimple folder view in Explorer's Folders list
[] Display the contents of system folders
— Display the full path in the address bar —
[ Display the full path in the title bar
[] Do not cache thumbnails
[C2) Hidden files and folders
(%) Do not show hidden files and folders
() Show hidden files and folders
Hide extenzions for known file types b

Restore Defaults

’ 0K ][ Cancel ] Apply

|




Custom desktop

m Personalized menus (Yuck!)
m Custom start items

m Classic versus XP Start Menu
= My Computer Desktop or Start Menu
m Hide Inactive lcons

m Start up Items
= Start>run>msconfig
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