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Desktop PropertiesDesktop Properties Recycle BinRecycle Bin

SSttart Menuart Menu

Performing Performing AA SearchSearch

Customizing Desktop Properties
To view the Desktop properties, right-click the Desktop and select
Properties. The Display dialog box will appear enabling you to customize
several features:
1. To change the background select the Background tab, then select the
wallpaper style and click OK (wallpaper is the term used for the
background of your desktop).
2. To place a picture as wallpaper select the Background tab then click
on the Browse button              , select the picture file you want and click
Open.
3. To change the screen saver settings select the Screen Saver tab, click
on the Screen Saver drop-down list, select a screen saver, then set the
time to wait                   before the screen saver turns on then click OK.
4. To change the appearance of the Desktop select the Appearance tab,
click on the drop-down lists to select your preferences, click OK.
5. To change display settings select the Settings tab and click and drag
the screen area arrow to the desired size, then click OK. 

Files that are deleted within Windows XP are sent to the Recycle Bin. To
permanently delete these files, right-click on the Recycle Bin icon and
select Empty Recycle Bin. 

Note: Files that are deleted over the network are deleted permanently,
they are not sent to the Recycle Bin first.

Search for Files...
1. To search for a file, click the Start button, select Search, then select All
files and folders.
2. In the All or part of the file name: field, type in the file you are looking
for, then click the Search button                 .
Search for Computers...
1. Select A computer on the network from the Search Companion list,
type in the computer name then click the Search button                  . 
Search for People...
1. Click the Start button, select
Search, then select For
Computers or people. Select
People in your address
book.
2. The Find People dialog box
appears. Enter the required
information, then click the Find
Now button                    .

To Share a Printer that is Attached to Your Computer
1. Click on the Start button, click Control Panel, then select the Printers
and Faxes folder. 
2. Right-click on the printer you wish to share, select Sharing from the
shortcut menu, a Share Printer dialog box appears. 
3. Click the Share As button, then click OK.

To Connect to a Shared Printer on the Network
1. Open the Printers and Faxes folder and click on Add a printer, the
Add Printer Wizard appears, click Next. 
2. Select ‘A network printer’ and click Next.
3. Specify a printer from the options in the wizard.
4. If you are browsing for a printer, select a printer from the Shared
Printers list, click Next.
5. Choose whether to make the printer your default printer or not and click
Next. Click Finish. You are now connected to the printer you selected.

Printer Queue
The Printer Queue shows the order in which files will be printed.
1. To view the Printer Queue, open the Printers and Faxes folder, right-
click on a printer and select Open.
2. To pause printing, right-click the document and select Pause Printing.
3. To cancel a document, select the document, click on the Document
drop-down menu, and select Cancel.

Browsing the Network
1. To browse the network, double-click on the My Network Places icon.
2. To browse the computers near you double-click on the Computers
Near Me icon, double-click on the computer you want to browse, then
select a shared directory available.
3. To browse computers in other networks, double-click on the Entire
Network icon, double-click on the network you want to browse, then
double-click on a computer available to you.

HelpHelp
SoftwareCharts designed this chart to cover the most widely used
features of Windows XP. As you become more familiar with the system
you may want to access some of the more advanced features. Windows
XP comes with its own Help function to answer any further questions you
may have. To access this Help function click on the Start menu and click
Help. Using the resulting information window, you will be able to locate
answers to more advanced Windows XP questions.

Making your Network Files Available Offline
By making files available offline, you are able to work with them when you
are not connected to the network.
1. Open Windows Explorer, click on the Tools drop-down menu, select
Folder Options..., then the Folder Options dialog box appears.
2. Select the Offline Files tab, place a check mark in the Enable Offline
Files box, also place a check mark in the ‘Synchronize all offline folders
before logging off’ and ‘Place shortcut to Offline Files folder on the
desktop’ boxes.
3. Click on OK.
OR
4. Open Windows Explorer, select the files you want to make available
offline, right-click on the selected files and select Make Available Offline.
Note: When you have selected a folder that contains sub-folders you will
have to select either to make them available or not.

My Computer

Recycle Bin

Start Menu

Quick Launch - The
area of the Taskbar
that contains small
icons which launch
programs
automatically.
Start Button - Used
to log off, shut down,
get help, manage
hardware, run
applications, or find
documents. Time and Date

Taskbar - Displays the
applications currently
running, time & date, and
short cuts to launching
applications.

Desktop - The first screen
you see after you log on.
The Desktop contains the
Taskbar & icons.

Display Dialog Box -
Used to change resolution,
color settings, screen saver,
Desktop background, the
appearance of Windows
and much more.

Icons - Graphical items on
your Desktop i.e. My
Computer, or Recycle Bin.

Advanced TAdvanced Timesaversimesavers

NetworkingNetworking

Minimize Window
Maximize Window
Move Window
Close Window
Skip CD Autoplay
Switch Between Programs
Display the Start Menu
Cancel Action
Move to Next Object
Move to Previous Object
Cut
Copy
Paste
Find Files or Folders
Select all Items

Alt + Spacebar + N
Alt + Spacebar + X
Alt + Spacebar + M
Alt + F4
Shift While Loading CD
Alt + Tab
Ctrl + Esc
Esc
Tab
Shift + Tab
Ctrl + X
Ctrl + C
Ctrl + V
F3
Ctrl + A

PrintingPrinting
Printers Folder
1. To set a printer as the default,
open the Printers and Faxes folder
in your Control Panel, right-click the
printer, then select Set Printer As
Default.
2. To add a printer, open the Printers
and Faxes folder and click on Add a
printer under the
Printer Tasks heading.
3. To create a printer shortcut, click
and drag the printer to your Desktop.
4. To view the Printer Queue, open
the Printer and Faxes folder, right-
click the printer, then select Open.
5. To delete a printer, open the 
Printers and Faxes folder, right-click the printer, select Delete, a
confirmation dialog box appears, click on Yes to continue.

It is very easy for your Desktop to become cluttered as you add items.
Keeping your desktop 'clean' will minimize the time it takes to find the file
you need.
Desktop Cleanup Wizard
1. Right-click on your Desktop and select Arrange Icons By, then Run
Desktop Cleanup Wizard.
2. In the Desktop Cleanup Wizard dialog box, click Next.
3. The Wizard will suggest Shortcut icons that are rarely, or never used,
that can be stored in a folder.
4. Place or remove checkmarks from the appropriate boxes to select
which icons you would like stored.
5. Click Next, and then Finish.
Arranging your Icons
1. Right-click on your Desktop and select Arrange Icons By.
2. Select the manner in which you would like the icons arranged.
Deleting or Moving Desktop Items
1. To Delete a Desktop item, right-click on the item and select Delete.
2. Click Yes in the Confirm File Delete dialog box.
3. To Move a Desktop item, right-click on the item and select Send To.
Choose where to send the item to from the resulting list.
-OR-
4. Click and drag the item to the folder you would like it to go to, or use
the Copy/Cut and Paste function.

Cleaning Up Cleaning Up YYour Desktopour Desktop

Basic TBasic Troubleshootingroubleshooting
Most of the problems you run into with a computer can be solved quite
easily if you know the proper steps. Before you call the IT department, try
using the Help and Support Center that is built into Windows XP.
1. Click on the Start button at the lower left of your desktop and select
Help and Support.
2. On the left side of the window is the Pick a Help topic section. Click on
the topic that matches your problem.
3. A new window will appear that will help you troubleshoot the problem.
4. On the right side of the Help and Support window are more general
topics and tips involving the most common problems that plague computer
users. Click on a heading to access the corresponding information.

Help and Support 
The Help guide to
Windows XP. 

Control Panel 
Customizes your
computer settings.

My Computer 
Accesses all the
files on your
computer.

Shutdown
Allows you
shutdown, restart,
or go to standby
mode.

My Recent
Documents
This folder contains
your fifteen most
recently opened
files.

Search
This option in the
Start menu helps
you find folders,
files, computers, or
people on the
network.

All Programs
Lets you see and
access all the
programs on your
computer.

My Network
Places
Lets you see and
access other
computers on your
network.

Log Off
To log off Windows
XP. Windows will
confirm your log off
first. 
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