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To open, click on icon in @/’

control panels Sounds and
. . Audio Devices
Windows 4: Bytes and Pieces
. Sounds and Audio Devices Properties
Audio setup
Wolume Sounds Audio Yoice Hardware
To play music stored on your computer Change audio/
® Click on Windows Media Player or an audio file themes | @/ SoundHAX Digital Audio
Below is the audio player '
e [*] how Playing ¥ - Ox Raise Volume @ J
. R
— \ Disable all soun |——— L High
Playing }
- Create a shortcut ik
E‘;ﬂ: l..- on the deSktOT/" Place volume jcon in the taskbar
= Change
i ' npraF0e s eakger Speaker seftings
R « (= 1 P . Iz the settings below to change individual
Settlngs 7 speaker volume and other settings.
@ \9 @ :r_) @ __@ @ .:E ’ Speaker Yolume... ] ’ Advanced... ]
o A .
Use these to adjust your Volume Lok J[ coce |
layback . .
P y. Use this control panel to adjust
You can also play audio on stored sound setting and to configure
on the internet (4) NPR Program Stream anything audio
. . —>
Click on links on WebPages 24-hour schedule

: : There is much on the internet for download; howesaene of it is compressed to save space
Downloadlng Audio or other and the time it takes to download it. One time ahpression igipping.

If there is an Unzip utility on your machine it Wil ] : If not then you must install an unzip program first
change the look of the icon automatically . Fz Like FreeZip or WinZip
Just double click on your new file Candy Time  CandyTime.2ip
Zip
Adding new fonts 0‘} 'ﬂ -Q Add them to the font’s folder in
There are thousands of fonts to be downloaded for Impsct \ KR Electrified  Roman(al 1€ control panels

free on the net. Once you have downloaded and  (TrueTvpe) ~\ (TrueType,) / res)
unzipped them you need to add them to your
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Saving Images from the Internet

. . . Wiew T
Find pictures online et mage

Use a websites likenages.google.com

Once you find a picture

Capy Image . .
Te Point to a picture

. Copy Image Location . . .
Or yahoo images Py e Right click, a menu will appear
541 IMage As. . Choose save image as...
“end Image. . Choose a destination to save it to a folder

2et s Wallpaper... like My Documents

Properties



Folders When finished you can leave it

Creating folders helps keep Once a folder is created, it is where it is or drag into another
you organized named New Folder file like My Documents
Right click in any free space -, ..., _
on the screen Shorteut ___JI __J )
Point to new and choose B ot —_— EE—— _,./
Fler Case
folder [l Bitmap Image Meww Folder E.T. Pictures 1y Documnents
Arrange Icons By =
Refrech Micrasoft Word Document
ﬁl Micrasofk Streets and Trips Map To rename a folder
Paste B microsoft Access Application Click once on the name of the folder
Undo Delote Chrle? Micrasoft PawerPoint Presentation Wa|t a Second and Click again
8 Adobe Photoshop Elements Image It will h|ghl|ght the words
Save fis Scheme.. @ Microsoft Publisher Document T H
Graphics Optians 1) Text Document ype In your new name
Displary Modes B wave Audio File
4 @ Microsofk Excel Worksheet

Froperties I

Unknown items

Sometimes you have a file that
does not have an extension

Invader Zim

Click twice on the
Generic icon it will open an Open With menu ] Note:an extension is the three letter
Choose the appropriate program to open it. ending after the name of the file, it is
Meaning a written document should be Invader Fim used to tell the computer what
opened with a program like Word program to use to open it with
or a photo should be opened with a graphic
editor
Press OK

Ta_Skbar o To switch between applications

Resize the taskbar by pointing to the edge ofakkliar Hold downALT + TAB

and hold down and drag away from it to double size 4 Keep clicking to cycle through programs

& Inbox - Micra,.,, | el windovis SBy. .. t.} '_:-tE'-:-'é;Jl:lh:: ko |

Quick Launch
Put your most used programs here for ease of use
To add applications to quick launch, click and daag icon and drag to
the quick launch area
When ready click on the program you want to use
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PDF or Adobe Acrobat Reader

. L . ' Example of the internet
Sometimes a file is in special format called a PDBst ' ~ o
Government files, like a Tax form 1040, comes inFRBrmat dobs Read 1040 US Individual Income Tax Return.
Ade 2%‘3‘3 B For the year Jan. 1-Dec.104Q (2005)

To see it you use a free program called Adobe Aar&teader www.irs.gov/publ/irs-pdf/£04Qpdf -



