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	Action
	Technique

	1. Create a File


	Open Microsoft Word. Type your document. Click the Microsoft Office Button then Save As. Type a title for your document then click Save. Saving this document is the process that creates a file.
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2.  Find a File Using  

     the Start Button
	Click on the Start button, then Documents. To open a file, double click on the file icon.


	3.  Find a Program  Using the Start   
     Button
	Not all programs have their icons on the desktop. To see the full list of programs on your computer, click Start, then All Programs. Click the program you want to use.

	4.  Put a Shortcut on the Desktop
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	Icons that have a small blue arrow in the lower left corner are Shortcuts. The arrow indicates that the icon is a shortcut that points to a program, folder, or other item. A shortcut is a quick way to open a program or file.

You can delete the shortcut or remove it from the Desktop without actually deleting the program or file.
To create a shortcut on your Desktop:

1. Click on Start 

2. Click on All Programs
3. Find the program you want to create a shortcut for.

4. Right-click once on the name of the program.
5. A drop down menu will appear.

6. Scroll down in the box to where it says Send To. No need to click here. Just rest your mouse pointer there for a second. A list of options should pop up to the side.
7. Move your mouse STRAIGHT across the Send To choice, into the list, and either up or down to where it says "Desktop (create shortcut)". Left click on that choice.



	5.  Using the Search Command 
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	The Search box is located at the top of every folder as well as at the bottom of the Start menu. 

Type a word or part of a word into the Search box. As you type in the Search box, you will see files or folders appear. As you type the contents of the search will be filtered to reflect each successive character you type. When you see the file/folder you want, click on the file or folder that you want to access. 
You don't need to press ENTER, since searching happens automatically.
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	6.  Make a new folder Using the  

     New Folder Icon
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	Save an existing file or a file you have just created in a new folder. When you save your new document, click on the Microsoft Office Button and Save As. When the Save As dialog box opens:

1.    Click on the New folder icon. 
2. Name the new folder. 
3. Click on Open. 
4. Then you will be back at the Save As dialog box and can click on Save to put the document into the new folder.

If you wish to create the new folder in another folder or on a removable storage device, then when the Save As dialog box opens use the navigation pane on the left and click on the drive or folder in which you will place the new (sub folder) folder. Then follow the steps 1-4 to save your file in a new folder.

	7.  Move a File or Folder to a  

     Different  Location
	You can click and drag a file or folder to a different location. From the Documents folder find the file or folder you want to move. Click and drag the file/folder from its original location to the location of your choice.

	8.  Delete a File or Folder 


	Click on the Start button. From the menu on the left, click on Documents to open your Document folder. Select a file or folder that you want to delete by clicking on it. Then click on Organize. From the organize menu, click Delete.

You can also right-click on the file or folder and then click on Delete from the right-click menu. 

You can delete more than one document by holding down the CTRL key and then clicking each file/folder you want to delete. Once all the files/folders are selected, right click one of them and click Delete.

	9.  Rename a File or Folder
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	Click on the Start button. From the menu on the left, click on Documents to open your Document folder. Select a file or folder that you want to rename by clicking on it. Then click on Organize. From the organize menu, click on Rename. The existing file name will become “blue.” Just start typing the new name and the existing file name, or folder name will be deleted and the new name will appear.
Hit the Enter key on your keyboard or click away from the newly named file or folder.

You can also right-click on the file or folder you want to rename and perform the same task.

	10.  Install Your Own Desktop

       Picture
	First, save the picture you want to use on your hard drive in the folder named Pictures. Then click on Start, then Control Panel. In the Appearance and Personalization category, click on Change desktop background. On the Desktop tab, click Browse. From the navigation pane on the left, under Favorite Links, find the folder where you have saved the picture you want as your desktop background. Double click the picture you want on your desktop and then click OK.

	11.  Rename a Desktop Icon
	1. Right click the desktop icon that you want to rename.

2. From the menu choose Rename.

3. Type the name that you want to appear under the icon.

You can use letters, numbers, space, and some punctuation marks in desktop icon names. You cannot use these characters in icon names: \ : / * ? “ < > |

	12. Set or Change a Screen Saver
	Click the Start button and click on Control Panel. Click Appearance and Personalization. Then under the Personalization category, click on Change screen saver.
On the Screen Saver tab, under Screen saver, click a screen saver in the list. Then click OK.
 After you select a screen saver, it will automatically start when your computer is idle for the number of minutes specified in Wait. 

To view possible setting options for a particular screen saver, click Settings on the Screen Saver tab. 

Click Preview to see how the selected screen saver will appear on your monitor. Move your mouse or press any key to end the preview. 

To clear the screen saver after it has started, move your mouse or press any key. 

	13.  Change Screen Resolution
	Click the Start button and from the Start menu, choose Control Panel.  Under Appearance and Personalization, click  Change the screen resolution. Drag the slider to adjust then click Apply.
Once your screen resolution changes, you have 15 seconds to confirm the change. Click Yes to confirm the change; click No or do nothing to revert to your previous setting.

	 14.  Cancel a print job
	You can Cancel, Pause, Resume, or Restart, printing your document from the Print queue:

From the Start menu, click on Control Panel. Click on Hardware and Sound, and then click on Printer. Double-click on a Printer to open the print queue.
Right-click the document you want to stop printing and then choose Cancel. You will also access the option to Pause from the right-click menu.

You can cancel the printing of more than one document by holding down the CTRL key and then clicking each document you want to cancel. Once all the documents are selected, right click one of them and click Cancel. 

	 15.  Your Operating System
	Find out the version of your operating system or get more information on your Operating System from the Welcome Screen or Click on Start, All Programs, Accessories and then System Tools.  Click on System Information. You will see the name and manufacturer of your operating system. It also shows the memory capacities of your PC.
You can also click on Start then right click on Computer. Left click on Properties.

	 16.  Empty the Recycle Bin


	Right click on the Wastebasket icon on the desktop. Click on Empty Recycle Bin from the right-click menu. 

If you have deleted a file or folder by accident or if you want to delete a particular file or folder and restore other files or folders that you have deleted, then open the Recycle Bin by double-clicking it.

Then select the file or folder you want to delete by clicking on it and choose the Delete command from the Organize menu or use the Delete key on your keyboard. 

If you want restore a file or folder, then select it by clicking on it and click on Restore this item. The restored file or folder will be restored to its original location.

	17.   Escape a Frozen Screen
	Your screen is frozen when you can’t make anything happen since none of the commands or buttons will work. At the same time, press the Ctrl and Alt and Delete buttons on the keyboard. A screen will appear with several choices. Choose Start Task Manager and then End Task if you want to keep working and Shut Down if you want to quit.


http://windows.microsoft.com/en-US/windows-vista/products/features
PC Essentials with Windows Vista
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