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Windows 4: Bytes and Pieces 
  
 
 
 

 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 

Raise Volume 

Disable all sound 

Create a shortcut 
on the desktop 

Change 
speaker 
settings 

Change audio 
themes 

Once you find a picture 
Point to a picture 
Right click, a menu will appear 
Choose save image as… 
Choose a destination to save it to a folder 
like My Documents 

To play music stored on your computer 
Click on Windows Media Player or an audio file  

Below is the audio player 
 

There is much on the internet for download; however some of it is compressed to save space 
and the time it takes to download it. One time of compression is zipping.  
 

Use this control panel to adjust 
sound setting and to configure 

anything audio 
 

Audio setup 

To open, click on icon in 
 control panels 
 

Use these to adjust your 
playback 

Volume 

You can also play audio on stored  
on the internet 
Click on links on WebPages 

Downloading Audio or other 

If not then you must install an unzip program first.  
Like FreeZip or WinZip 

If there is an Unzip utility on your machine it will 
change the look of the icon automatically 
Just double click on your new file 

There are thousands of fonts to be downloaded for 
free on the net. Once you have downloaded and 
unzipped them you need to add them to your 
system. 

Adding new fonts Add them to the font’s folder in 
the control panels 

Saving Images from the Internet 

Find pictures online 
Use a websites like images.google.com 
Or yahoo images 



 
 
 
 

 
 
 
 
 
 
 
 
  
 
 
 
  
 
 
 
 
 
 
 
 

 
 
 
 
 
 
 
  
 
 
 
 
 
 
 

 

Resize the taskbar by pointing to the edge of the taskbar 
and hold down and drag away from it to double size 

Folders 
Creating folders helps keep 
you organized 
Right click in any free space 
on the screen 
Point to new and choose 
folder 

Once a folder is created, it is 
named New Folder 

To rename a folder 
Click once on the name of the folder 

Wait a second and click again 
It will highlight the words 
Type in your new name 

E.T. Pictures 

When finished you can leave it 
where it is or drag into another 
file like My Documents 

Sometimes you have a file that 
does not have an extension 
 
Click twice on the  
Generic icon it will open an Open With menu 
Choose the appropriate program to open it.  
Meaning a written document should be 
opened with a program like Word 
or a photo should be opened with a graphic 
editor 
 
Press OK 

Unknown items 

Note: an extension is the three letter 
ending after the name of the file, it is 
used to tell the computer what 
program to use to open it with 

Taskbar To switch between applications 
Hold down ALT + TAB 

Keep clicking to cycle through programs 

Quick Launch 
Put your most used programs here for ease of use 

To add applications to quick launch, click and drag any icon and drag to 
the quick launch area 

When ready click on the program you want to use 

1040. US Individual Income Tax Return.  
For the year Jan. 1–Dec. ... 1040. (2005) 
www.irs.gov/pub/irs-pdf/f1040.pdf - 

PDF or Adobe Acrobat Reader 

Sometimes a file is in special format called a PDF, most 
Government files, like a Tax form 1040, comes in PDF format 
 
To see it you use a free program called Adobe Acrobat Reader 

Example of the internet 


