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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.

	2.  Find a file using  

     the Start button
	Click on the Start button, then My Documents. To open one, double click on it.

	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. Double click the program you want to use.

	4.  Find a file using 
     the Search command 
	Click on the Start button, then Search, then Documents or All Files and Folders. If you know the name of the file, type it in the search box and click Search. You can search by any of all of the criteria:

· File name
· A word or phrase in the file

· File location

· Date when the file was last modified

· Size of the file

	5.  Make a new folder  

     using the new  

     folder icon
	You will typically do this when you have made a new document and want to put it in a new folder. When the document is open, click on the Microsoft Office Button and Save As. When the Save As dialog box opens, use the Save In box (downward triangle) to go to the drive and folder in which you will place the new folder. Click on the icon of a yellow folder with a star on it (to the right of the Save In box). Name the new folder. Click on OK. Then you will be back at the Save As dialog box and can click on Save to put the document into the new folder.

	6.  Use the Open 
     Command to find a 
     file or folder
	Open the program that was used to make the file you’re looking for. Click on the Microsoft Office Button then Open. If you can’t see the desired file, click on the downward triangle to the right of the “Look In” box. Change drives if necessary A to C, or C to A). Open folders, if necessary, to get to the file you are looking for. Click on the name of the desired file to highlight it, and then hit the Enter key on your keyboard.

	7.  Move a file or 

     folder to a different  

     location
	You can click and drag a file or folder to a different location. From My Documents find the file/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 with the 

     Open command
	Open the program which controls the file (Word or Excel, for example). Use the “Look in” drop down menu to locate your file. Do not open the file. Right click on the file name and then click on Delete. 

	9.  Change window 

     size
	Open any program. The “Maximize” or the “Restore Down” button is the middle button in the upper right corner of the window.  Clicking on it will make the window smaller. Clicking on it again will make the window larger.

	10.  Change window 

       size- click and drag
	Every window has diagonal lines in its lower-right corner. Place your cursor over these lines and it will turn into a double arrow. With the double arrow, you can hold the left mouse button down and push the mouse diagonally to make the window smaller or larger. If you can’t see the diagonal lines, use the maximize button to make the window smaller first.

	11.  Move a Window
	To move a window, place your cursor on the blue title bar of a window and hold your finger down while you move the mouse. You’ll see the whole window move. 

	12.  Increase screen 

        visibility
	Click on Start then open the Control Panel then click on Accessibility Options. Under “Pick a Task…” click on “Adjust the contrast for text & colors on your screen.” Put a check mark in the box next to “Use high contrast.” Click on OK and close the window.

	13.  Install your own 

       desktop picture
	First, save the picture you want to use on your hard drive. You may wish to put it in a folder labeled Pictures inside the folder “My Documents.” Click on Start, then Control Panel, then Display. On the Desktop tab, click Browse. Click on the “Look in” downward triangle to get to the drive which holds your picture. Choose the picture you want on your desktop by clicking on it, and then click OK.

	14.  Put a shortcut on 

        the 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.

(Do NOT go to “Make a shortcut”. It makes the shortcut and leaves it right there.)

	15.  Make a new  

        desktop icon
	Right-click on a blank part of the windows screen. Click on New, then Shortcut. Click on Browse and locate the program to be added to the desktop. Click on the desired program and then click on OK.

	16.  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: \ : / * ? “ < > |

	17. Set or change a  

      screen saver
	1. Click the Start button and from the Start menu, choose Control Panel.  Under Pick a Category, click Appearance and Themes. 

2. From Pick a Task, click  Choose a screen saver.
3. On the Screen Saver tab, under Screen saver, click a screen saver in the list. 

 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. 

	18. Change screen 

      resolution
	1. Click the Start button and from the Start menu, choose Control Panel.  Under Pick a Category, click Appearance and Themes. 

2. From Pick a Task, click  Change the screen resolution

3. On the Settings tab, under Screen resolution, drag the slider, and then click Apply. 

4. When prompted to apply the settings, click OK. Your screen will turn black for a moment. 

5. 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.

	19. Cancel a print job
	By default, all users can pause, resume, restart, and cancel printing of their own documents. However, to manage documents printed by other users, you must have the Manage Documents permission, which is one of several printer permissions. 

1. Open Printers and Faxes. 

2. Double-click the printer you are using to open the print queue. 

3. Right-click the document you want to stop printing, and then click Cancel. 

· To open Printers and Faxes, click Start, click Control Panel, click Printers and Other Hardware, and then click Printers and Faxes. 

· You can also open the print queue in Printers and Faxes by clicking a printer, and then clicking See what's printing under Tasks on the left side of the window. This option is available only if folders are set to look like a Web page and a printer is selected. For more information, click Related Topics. 

· 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. 

· You can also open the print queue by right-clicking the printer icon in the notification area. 

	20.  Find out the 

       version of your 

       operating system
	Click on Start, All Programs, Accessories and then System Tools.  Click on System Information. This information lists the name and manufacturer of your operating system. It also shows the memory capacities of the PC.

Or click on Start then right click on My Computer. Left click on Properties.

	21.  Escape a frozen  

        screen
	Your screen is frozen when you can’t make anything happen. Since none of the commands or buttons will work, you have to use the keyboard to escape the problem. At the same time, press the Ctrl and Alt and Delete buttons on the keyboard. A dialog box will appear with several choices. Choose “End Task” if you want to keep working and “Shut Down” if you want to quit.

	22.  Empty the Recycle 

        Bin
	Right click on the Wastebasket icon on the desktop. Click on Empty Recycle Bin. 

	23.  Getting Help
	This Help function is different than the ones you find in Microsoft Word or Excel. These help items are for general use of the computer, not a particular application or program. Click on Start, then Help and Support. You can click on “Pick a Help Topic,” “Pick a Task,” use “Online Help & Support” or use the Search box and type a keyword, then click on the green arrow or hit the Enter key on you keyboard.
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