Windows Setup

1) Copy files from old computer.
a. Methods
i. Hard Drive to Hard Drive’referred (fastest)
1. Remove old computer’s hard drive and install ireexal
USB2 case. $20
2. Plug the USB hard drive into the new computer aragd
and drop files as needed.
3. Return old drive to old computer and then reforneatiage
it. Clean wipe it.
ii. Networking
1. Put both old computer and new computer on the net.
2. Mapped the old drives on the new computer.
a. Old Computer
i. Right click on drive® Sharing and Security
b. New Computer
i. My computer Tools=» Map Network
Drive.
iii. Direct connection
1. Get a networking cable/hub and use some softwkedlie
Microsoft Files and Settings Transfer (see below)
iv. Sneakernet
1. Jump drive, CD’s, external hard drive, etc. Kirddlow.
v. Cloning — used when increasing the size of a coerfzuhard
drive. | use Acronis True Imaghkt{p://acronis.com You can
download a free trial.
2) Use classic Non-XP Windows Skin Look

a. Start=>» Settings® Task bar and start mem® Classic start menu

Taskbar Start Menu |

@ Start menu Lijstimize. |
Select thiz menu style far easy access ta the
Intemet, e-mail. and pour favarte programs.

& Classic Start menu Lustomize... |

Select thiz option to use the menu style from
salier versions of Windows.

Lpply |

b. Right click on desktop® Properties® Themes® Windows Classic




Display Properties KFHE
Themes | Desktopl Screen Saverl Appearancel Settings I

A theme iz a background pluzs a et of sounds, icons, and cther elements
ta help you personalize paur cormputer with one click.

Theme:

Windows Cl 3 Save As... Delete

Sample:

Active Window
Mormal  Dizabled  Selected

Window Text

(1] I Cancel | Apply |

c. Right click on desktop® Arrange Icons By

i. Deselect “Auto Arrange”
ii. Select “Show Desktop Icons”

3) Install registry hack to add “Open with Notepad'the right click menu.
http://www.howtogeek.com/howto/windows-vista/addenpwith-notepad-to-the-

context-menu-for-all-files/

4) Install Microsoft's PowerToys
http://www.microsoft.com/windowsxp/downloads/povest/xppowertoys.mspx

a.

b.

C.

Image Resizer - This Power Toy enablesyou to resize one or many image fileswith aright-

click.

CD Slide Show Generator - With this Power Toy you can view images burned toa CD asa

dlide show. The Generator works downlevel on Windows 9x machines as well.

HTML Slide Show Wizard - Thiswizard helpsyou createan HTML dlide show of your

digital pictures, ready to place on your Web site.

Webcam Timershot - This Power Toy lets you take pictures at specified timeintervalsfrom a
Webcam connected to your computer and save them to alocation that you designate.

Color Control Panel Applet - Professional-level fiygaphers and designers know that getting
consistent, accurate color from file to screenrint@nd beyond is a requirement for great results.
This new tool helps you manage Windows color sg#tin one place. Download or learn more.
SyncToy - With new sources of files coming fromgveirection (such as digital cameras, e-mail,
cell phones, portable media players, camcordergsPBnd laptops), SyncToy can help you copy,
move, and synchronize different directories. Dowadlor learn more.

RAW Image Thumbnailer and Viewer - Are you a sesiphotographer? Now you can organize
and work with digital RAW files in Windows Explorémuch as you can with JPEG images). This
tool provides thumbnails, previews, printing, anetadata display for RAW images. Download or
learn more.

ClearType Tuner - This PowerToy lets you use Clgp€eltechnology to make it easier to read text
on your screen, and installs in the Control Pamiek&sy access.

Open Command Window Here - This PowerToy adds gretGCommand Window Here" context
menu option on file system folders, giving you &guway to open a command window (cmd.exe)
pointing at the selected folder.

Alt-Tab Replacement - With this PowerToy, in adutitio seeing the icon of the application
window you are switching to, you will also see aypew of the page. This helps particularly when
multiple sessions of an application are open.



Tweak Ul - This PowerToy gives you access to sysettings that are not exposed in the
Windows XP default user interface, including mosstings, Explorer settings, taskbar settings,
and more. Version 2.10 requires Windows XP SerRiaek 1 or Windows Server 2003.

Power Calculator - With this PowerToy you can grapl evaluate functions as well as perform
many different types of conversions.
Virtual Desktop Manager - Manage up to four desktfspm the Windows taskbar with this
PowerToy.
Taskbar Magnifier - Use this PowerToy to magnifytd the screen from the taskbar.

5) Indexmg Start®» Search® For Files or Folders» Change Preference® With
Indexing Service

B search Results

File

Edit  Yiew Favorites

=10 x|

Tools  Help

]
W

'\jﬁatk - '\‘_;J K lﬁ |ﬁ‘ E | pﬁearch

o

Address d Seatch Results

le:u

Search Companion

Indexing Service

When Indexing Service is
enabled, the files on wour
computer are indexed and
maintained while your
computer is idle o you can
perform Faster searches,

Indexing Service is
currently disabled.

Do you wank ko enable
Indexing Service?
{* Yes, enable
Indexing Service.
" Mo, do not enable
Indexing Service,

ou may also wank ko,

Change Indexing Service
settings {Adwvanced)

) Learn more abouk
Indexing Service

Cancel |

» | Tostart wour search, Follow the ir

|III objects

Vo

6) Power Settings: Right Click on Deskte&® Properties® Screen Save®

Power..

a. Power Schemes Tab

.or Start=» Settings® Control Panet® Power Settings.



Power Dptions Properties Jd 3| |Power Dptions Properties: 21|
Power Schemes |A\arms| Paver Meter | Advanced | Hibemate | Power Schemes | Alams | Power Meter  Advanced |H\bemate|
Select the power scheme with the most appropriate settings for o # . .
h this computer, Mate that changing the settings below will modify A Select the power-saving settings you vant to use.
the selected scheme.
~ Power schemes
|Home/Office Desk =l -
™ Prompt for password when computer resumes from standby
Save As Delete
~ Settings for Home/Dffice Desk pawer scheme - Pawer button:
Wl e Pluaged in Eunning o ‘when | close the lid of my portable computer.
atteries |D° hothing ﬂ
Turn off monitor. INever j IA"EI 5 mins j
‘wihen | press the pawer button an my computer:
Turr off hard disks: INever j IAller 10 mires j IShul daown j
‘wihen | press the sleep button on my computer
System standby INever =l INever | n | p ] W CoMmp
IStand by j
Sustem hibernates: Mewer - Newvel
K I Cancel | Apply | aK I Cancel | Apply I

Advanced Tab

b. Power Meeting Tab — “Always show icon on the taskba

2§ Power Meter

I iluays show icon on the taskbar;

21x|

v Show details for each battery.

A

Click an

Cumment power source:

Total battery power remaining:  15%

AL power
[charging)

individual battery icon for mare infarmation.

7) Printers
a. Local
i

Often the computer will recognize a new printefjust plugging it
in (USB). However | usually go to the manufactizeveb site
and download the most current software.
Setting Defaults — | usually set up ink jet pristes
black/white+draft for default printing. This is @ in Start>
Settings® Printers and Faxe® <printer name>® Printer=>»

Printing Preferences.

8) Netmeeting — Before you actively use Netmeeting meeting, you should start

up the tool and go through the required configoratvindows. | turn the

microphone

as low as it will go.

ke sure that the microphone is
cord volume is appropriste:

<Back Cancel

9) You can use the Microsoft Files and Settings Tramdfizard to move some
configuration information between computers. Peadly | find it too tedious.



a. See
http://www.microsoft.com/windowsxp/using/setup/estfirawford _nove
mberl2.mspxor beginning information
b. See
http://www.microsoft.com/windowsxp/using/setup/detted/bott _fstw.ms
px for detalils.
10)My default Taskbar settings (right click on task i properties). | have the
taskbar auto-hide, not hide inactive icons, notugrsimilar buttons, and not lock
the taskbar.

Taskbar and Start Menu Properties 2lx]

Taskbar | Start Meru |

— Taskbar appearance

v &uto-hide the taskbar
¥ Keep the taskbar on top of other windows
V¥ Group similar tagkbar buttons

¥ Show Quick Launch

r Matification area

| W T BR e 1:23 PM

v Show the clock

ou can keep the notification area uncluttered by biding icons that pou
hawe net clicked rezently

[T Hide inactive izons Custamize,.. |

Ok I Cancel | Apply |

11)Allow Desktop Icons to Not Auto-Sort — Right click desktop® Arrange Icons
By = (deselect) Auto Arrange
12)Remove Annoying Sounds
a. Start=>» Settings® Control Panet®» Sounds and Audio Device®
Sounds
i. Deselect Windows Explore® Start Navigation
ii. Deselect Startup Windows
lii. Deselect Exit Windows
iv. Deselect Windows Logon
v. Deselect Windows Logoff
13)Turn off automatic restart after a blue screerhsb It can capture the problem.
Start=>» Settings® Control Panet® System=> Advanced? Startup and
Recovery=> Settings. Uncheck “Automatically restart.”




Startup and Recovery i |

[ System startup

Default operating system:

I"Microsoft windaows P Professional’ ffastdetect j

[V Time to display list of operating systems: 30 = seconds
[v' Time to display recovery options when needed: | 5 3: seconds

To edit the startup options file manually, click Edit. Edit

[~ System Failure

[v rite an event to the system log
IV send i

Wirite debugging information

ISmaH memary dump (B4 KB} j

Small durnp directory:
% SystemRoot %\Minidump

¥ Gusrwrite any existing file

14)Command Window setup to allow selection of textthi@ mouse.
a. Start=» Run=>» “cmd” = OK.

b. Right click on top border and select “properties”

o "CWINDDWS' system32' cmd.exe" Properties

Optians | Font I Layoull Eolorsl

—Curgor Size—————————————— 1~ Dizplay Options

' Smal & Window

£ Medim © Full Seresn

" Large =
— Command Historpy———————  — Edit Options

Buifer Size: ISU 3: v QuickEdit Mode
Mumber of Buffers: |4 3: ¥ Insert Mode

[~ Discard 0ld Duplicates

Cancel |

c. Tick “QuickEdit Mode”. Click OK.
d. Some dialog boxes you might encounter.

= Apply properties to curent window only  Apply properties to current window only

% S ave properties for future windows with same btk &+ Modify shortcut that started this windaré

ar. I Cancel | ak. I Cahcel

e. Copy/Paste in command window
i. To capture text
1. Drag mouse over text area. White area will be etpi
2. Hit “enter” key. Textis now in the paste buffer.
ii. To paste text
1. Right click. Text will be pasted at cursor.




15)Mouse settings Sta®® Settings® Control Panet®» Mouse=>» Pointer Options

a. | have stumbled multiple times by having the paimteétomatically focus
on the default button in dialog boxes. What hagperhat | am about to
click one place and find that the click gets miedied at just the precise
inopportune time to a dialog box that just popppd Of course the dialog
disappears and wow | don’t know what | just did.

b. Found the setting in the Mouse Control Panel “Awtoally move
pointer to the default button in a dialog box.”

c. Turned on pointer tails to help finding the pointdren | am mobile.

2|

E!uttn:nnsl Painters ~ Painter Options |Wheel| Hardwarel i©] Device Settingsl

b ation

%_“—::: Celect a pointer speed:

5|DW§ '—J' éFast

¥ Erhance pointer precision

Snap To

[ Automatically move pointer to the default buttan in a

e dialog biox

"Wizibiliby
v Dizplay pointer brails

Shaort J— Long

D:‘ v Hide pointer while lpping

[~ Show location of pointer when | press the CTRL key
k. I Cancel Smply

16)Folder Options
a. Start=>» Settings® Control Pane#® Folder Options
b. General
i. Select “Open each folder in its own window”
c. View
i. Check “Show hidden files and folders”
il. Uncheck “Hide extension for known file types”
17)Expanded Control Panel, Printers and Network Caie lists
a. Start=>» Settings® Control Panet®» Taskbar and Start Menu Properties
=>» Start Menu® Customize
b. Tick “Display Administrative Tools”
Tick “Expand Control Panel”
Tick “Expand Network Connections”

oo



e. Tick “Expand Printers”

Customize Classic Stark Menu i |
—Skark renu
You can cusktomize wour Skark
; ; add
menu by adding or remowving
items.

Remowve. ..
Advanced

Sork

2 To remove records af recently
x| accessed documents, programs,

and \Web sites, click Clear, Clear

Advanced Start menu options:
Cisplay Run

Enable dragging and dropping
Expand Contral Panel

Expand My Docurents
Expand My Pictures

Expand Metwork Connections
Expand Prinkers -

| Ik I Zancel |

18) Setting the clock to read in 24 hour mode.

a. This will generally affect most tools such as Ookidbut not Lotus
Notes).

b. Start=» Settings® Control Pane#® Regional and Language Optiods
Customize? Time.

L




c. Enter HH:mm:ss. Change “hh” to “HH”. Remove “tt".
2| x]

Numberleurrency Time |Date I

Sample
’7 Time sample: 8:46:54

Time format: IHHlmm:ss - l
Time separator: Iﬁ

AM symbol: AM -

EM symbol: PM -

Time fomat notation
h=hour m=minste =s=second t=amorpm

h =12 hour
H = 24 hour

hh, mm, g2 = leading zero
h.m, s = no leading zero

ok | Cancel | ooy |

19)Desktop settings - Right click deskte® Properties® Settings® Desktop=>
Customize Desktop...
a. Turn off desktop cleanup
b. Turn off Internet Explorer
c. Show “My Documents”, “My Computer”, “My Network Rias”.




General I wieh I

— Deszktop iconz

IV My Documents IV My Netwark Places
v My Carmputer [ Intemet Explorer

# o @ 9 -

by Computer My Documentz My Hetwark,  Recycle Bin

cemyxBE an... Places [Full) T
« | _>I_I

Change lcon... | Restare Defaultl

— Deskiop cleanup

Desktop cleanup moves unuzed desktop items to a folder.

[~ Bun Desktop Cleanup Wizard every 60 days I

Clean Dezktop Mow |

| k. I Cancel |

20)How to get XP to stop with all the bubbles on netnstatus?
a. http://support.microsoft.com/default.aspx?scid=kbs;q307729
21)Windows Recovery Console — Set for no administrpamsword
a. To set an automatic administrator logon for thedvecy Console,
complete the following steps while you are loggedaath administrative
credentials:
i. Click Start=» Control Panet®» Administrative tools® Local
Security Policy
il. Click Switch to Classic View in the right pane, ttetclick
Administrative Tools, and then double-click Loca&carity Policy.
iii. Expand Security Settings, expand Local Policied,taen click
Security Options.
iv. Double-click the Recovery Console: Allow automatic
administrative logon policy, and then set it to Blea
b. The policy is effective immediately. Make sure tiiati reopen the Local
Security Policy snap-in to make sure that the éffecsetting for the
policy is "Enabled.” The next time that you starRecovery Console,
you are not prompted for a password.




Office Setup

PowerPoint
Project

1) Word
a) Tools=>» Options=>
= Edit =» deselect “selecting entire word”
= Generak>» see below
options 2%

Spelling & Grammar I Track Changes | User Information | Compatibility I
File Locations Complex Scripks
Wigt General | Edit I Print I Save | Security

General options
¥ Backaround repagination [~ allow starting in Reading Layout
[ Blue background, white text
[~ Provide feedback with sound
¥ Provide feedback with animation
| Confirm conversion at Open

¥ Update automatic links at Open
[l A

v Recently used file list: |9 E‘ entries
I Elp rar _UUDI’EF =14 ECE users

[ Mavigation keys For WordPerfect users

I [ tautomatically create drawing canvas when inserting AutoShapes: I

Measurement units: IInches j

[~ Show pixels for HTML Features

Service Options, | ‘Web Options, | E-mail Options... |

oK, I Canel |

b) My personal dictionary was not being used. Withaord | went to Tools
=> Options=>» Spelling=>» Custom Dictionaries and found the mine was
deselected. |reselected it and made it the defeidk “Change
Default”).

2%

Dictionary lisk

R = |
[¥ CusTOM.DIC
Change Default

Mew, .,

Add... |
Remaove |
Full path: .. Aapplication DatalMicrosoft\Proof CEMEEE, DIC

Ok I Cancel |




c) Office User Information — Defaults to the computame. Need to set up
some more useful user information. This is pickpdy the other
applications.

View I General I Edit Print I Save
Security | Spelling & Grammar | Track Changes
User Information | Compatibility | File Locations

Mailing address:

1299 E. Algonquin Rd
schaumburg, 1L 60118

OK | Cancel

d) Office Collapsing Menus - Found out how to make@igce (Excel,
Word, PowerPoint, Outlook) menus appear all theetinfihis is easies to
do in Word - choose Tool Customize® Options tab® "Always
show full menus.” Once you do one tool, all Offioels will behave the
same way.

e) Office Dictionaries:

| have a personal dictionary rather than addingdado the
Microsoft custom dictionary. The MS custom dicaoynis located
in d:/profiles/<yourid>/Application Data/MicrosoRfoof and is
probably called “custom.dic”. Mine is on the Dwiand is named
“cemx86.dic”. Move it to the same location on yoew
computer.

The d:/profiles/<yourid>/Application Data/Micros@®roof folder
is hidden. To see the folder you must do te®lfolder options>
view = show hidden. Note that | was unable to see tldidem
folder on the source computer via the mapping ftbendestination
machine so | had to copy the file to My Documentst.f

To add your personal dictionary, use To8sOptions=>» Spelling
=>» Custom Dictionaries and click on the check boxtnexour
personal dictionary. This will add that dictionaoyall office
applications.

You may want to make your dictionary the defaulckcon
“Change Default”) so that all new entries go intuypersonal
dictionary and you don't have multiple divergingtatinaries
and/or delete the MS custom.dic altogether. If graate a new
dictionary, save it in your D drive so that it gbtcked up.



Custom Dictionaries 7| x|

Dickionarsy lisk

Maodify. .. I

¥ custom.pIc

Change Defaul: |

(=1 I
add.. |
Rernowve |
Full path: :h.. . \Application DataiMicrosoftProofy CEMKEE, DIC
| (0] 4 I Cancel I

2) PowerPoint
a) Tools=> Options=> Edit=>
= Deselect selecting entire word
= Number of undos: 150 (maximum)
b) Tools=>» Options=> Print=>» Use the following print setting® Slides,
Color.
c) Tools=>» Options=>» Generak?» Recently used files: 10 (maximum)
d) Custom Dictionaries — It appears that the custartiatiary was not
picked up from the selection in Word. Also theseo Options choice to
choose it. Type in a misspelled word and therriit Then select the
dictionary in the following dialog box.

speling x|
Mok in Dickionary: |Gaumund
Change to: |Gammun | Ignore I Ignare All |
Suggestions: M
Gammoned Change | Change All |
Gammons
Alrond ;I fdd | Suggest |
Add words to: CISTOM,DIC v AuktoZorreck | Close |

3) Excel
a) Tools=> Options=> General Setup



options (x|

Colar | International I Sa or Checking | Spelling I Security

Wiew I Calculation I Edit Transition | Custom Lists | Chart
Settings
I™ R1C1 reference style [~ Prompt For workbook properties
™ Ignore other applications ™ Provide feedback with sound
Eunchion boalhn: [ Zacen on roll with InteliMouse
¥ Recently used file list: Ig 5‘ entries
“ieh Options. .. | Seryice Options, .. |
Sheets in new workbook: |1 5‘
SCandard rone, | rial ;I Size: IIU ;I
Default file location: ID:'l,ProFiIes'l,cemxSﬁ'l,My Documents
AL startup, open all files in: {
"
User name: IJDhn DeRosa C5C CEMEEE

K I Cancel |

b) Autocorrect Hyperlinks, URLs and Email
= Tools=>» Autocorrect=> Autoformat at you type» Uncheck
“Internet and network paths with hyperlinks.

AutoCorrect E |

futoCorrect  AutoFormat As You Type |5mart Tags I

[T Internet and network paths with byperlinks
Apply as you work,
¥ Include new rows and columns in list

Ik I Cancel |

c) Dictionary
= |t appears that the custom dictionary was not plake from the
selection in Word. Also there is no Options chdmehoose it.
Type in a misspelled word and then hit F7. Thdect¢he
dictionary in the following dialog boxes.




20X

Capitalization;

|gaumond Ignare Once I
Ignare Al |
Add to Dictionary |

Suggestions:
— change |
Change all |
;I AutoCorrect |
Dictionary language: IEng\ish (u.5.) j
Options... | Undo Last | Cancel |
speling |
Spelling
Dictjonary language: rLanguage-specific
| BN 7| | F German: Use past-reform rues
Add words ko I7 Korean: Combine aux verbfadj.
0: |Profi TR +| | 17 Koreany Search misused word fist
(CUSTOM,DIC ~] | ¥ Korean: Process compound nouns

Hebrew modes:

Arabic modes

¥ Tgnore Internet and file addresses
Eiath strict 2

‘ AutoCorrect Options. .

d) Moving Excel macros:

= The macros were located in a file called PERSONAISXocated
in d:\profiles\<your coreid>\Application
Data\Microsoft\ExceN\XLSTART.

= This folder is hidden. To see the folder you ndestools =>
folder options® view =» show hidden. Note that | was unable to
see this hidden folder on the source computernaartapping
from the destination machine so | had to copy ilegtd My
Documents first.

= Once | moved the file between machines into theestmhder,
Excel began to use the macros without having taregxcel.

Taskbar and Start Menu Properties @E]

Taskbar | Start Menu

Taskbar appearance

[T ock the taskbar

Auto-hide the taskbar

Keep the Lagkbar on top of other windows
[ Group similar taskbar buttons

Show Quick Launch

Motification area

Show the clock

‘Y'ou can keep the notification area uncluttered by hiding icons that you
have not clicked recenth.

[[] Hide inactive icons




