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 “How To” For The Computer Challenged 

I tried to put together a basic easy to understand “How To” for many of the most commonly used computer set up tasks. I designed it with those of you in mind who may be a bit computer challenged. Please note that depending upon what version of Windows you are using there may be some slight variations to my instructions. I hope you find it helpful, and it gives you a better idea on how to complete some of your basic computer set up tasks in the Windows environment.
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“How To” Survive a “Computer Disaster”.  Back Up,  Back Up,  Back Up! 
[image: image2.wmf]  Oh Shit!  My hard drive died!
Doing regular back ups is the first rule of owning a computer. I suggest that you back up your computer, daily or weekly. All hard drives die at some point. It may be days, weeks, or years before it happens. When it does you will loose everything. If you can’t be bothered with it, there are reputable companies that will do automatic back ups for you on line for about $5 per month. Carbonite is one of the companies that can do it for you. They will do it each time that you go on line.  http://www.carbonite.com/
I would rather do it myself however. There are several ways to back up. I will show one way here and another way in my defragment instructions. Either back up to an external hard drive or to a CD if you have a CD Burner. I feel that an external hard drive is the best way to back up, as CD’s go bad, and now a days external hard drives are cheap. To back up, just click Start, Control Panel, click Back Up. Follow the instructions, and back up everything. Pictures, Files, etcetera. 
“How To” Connect to a Wireless Network
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Right mouse click on the two little computer monitors located on the lower right side of your desktop. They look a bit like these computers, but they overlap each other. 

Select “Connect to a Network” A window will open up and show what Networks are available in the area. (If any) Choose the one you want to connect to by clicking on it. Next click the box that says “Connect”. If the Network is not a protected one, a window will open showing two little computer monitors connecting to each other. 
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If the Network is protected, a window will open asking for the Network Password and\or user name. You will need to obtain them from the person or business who owns the Network to log on to it. When you are connected to a network, close the window. Click on this Internet Explorer icon to surf the Internet.   
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 Internet Explorer
“How To” Change Screen Saver, Desktop Wallpaper, Video, Sound & More
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Move your Mouse Cursor to any spot on your desktop and right click your mouse. Be sure your cursor is not on an icon. A window will open. Click “Personalize” Another window will open showing Personalize Appearance & Sound. Select what you want to do and play with it until you have completed your mission. Make your computer yours, and Have Fun.  

“How To” Add a Printer. You can add a FAX, or Scanner in Control Panel 
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Most hardware comes with a set up driver CD. The best option is to read the instructions that came with the hardware. If you have used hardware, but no driver CD, go to the hardware manufactures web site to find the driver. Make sure you select the proper driver for your particular operating system. (ei; Windows XP, Vista) Some drivers are available in the Windows operating system. If that is the case with your hardware, when you connect it to your computer it will find and load the driver on its own. If that fails and you do not have the driver CD, you can try manually loading your hardware. Go to the “Control Panel” and selecting “Printers & FAX” To get to “Control Panel” click on the “Start Menu” Sometimes it is on “Desk Top”. Follow the “Add New Hardware” instructions. When it asks for the CD, you can point it to the location CD Rom Drive or where the driver is saved. When you download a driver it will ask if you want to open it, run it, or save it. Always save it on your desktop or in a place where you can locate it later.  
“How To” Clean up your Hard Drive
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Disk Clean Up

Click on “My Computer” The icon is usually located on your desk top or if not click on “Start” to find the “My Computer”  icon. Next look for your “C” drive. Right mouse click on the body of your “C” drive, then select properties. When the window opens, select “Disk Clean”. If it asks you what files, choose clean files from all users on this computer. 

It will then scan your hard drive. When the scan is done another widow will open. Click on all of the boxes on the left of the menu to check mark each item. Arrow down to make sure you check all of the items listed in this menu. Click “OK” then click “Delete Files”

When it is done deleting, close the open window. 

“How To” Defragment your Hard Drive
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I suggest you do this every few months. If your hard drive does not need to be defragmented, don’t bother doing it. In windows XP you can select check it so choose this first. In Windows Vista it will always check it first then advise you if it is needed. To defragment first click on “My Computer, right click on the “C’ drive, select properties, Click on the tab at the top that says “Tools’ Click Defragment Now. Note: You can also do a hard drive system Back Up from here in Windows Vista. 

“How To” Speed up your computer. Pay close attention, this is important!
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First and foremost, you must run weekly spy ware scans. Keep your virus protection and spy ware protection software current and updated at all times. Avoid downloading anything that claims to be free. Most things that claim this, come with free pop ups, spy ware, and virus. There are exceptions to this, but not many. Never click yes when you go to a web site and a pop up says; A virus or something or other has been detected on your system. Do you want to repair or fix it? This is always a poor choice. Only use your virus and spy ware programs for the purpose of fixing or repairing. The more programs that start up automatically when your computer boots up, the slower it will perform. I suggest you only start up your virus protection automatically when you boot up. To do this you must disable everything else that starts up automatically when you boot up. To disable all programs at startup, close all programs. Click on “Start” Click “Run” A window will open. Type in msconfig  in the slot provided. Click “Ok” The System Configuration Utility will open. Click “Startup” Tab at the top of the window. The window will change to the Startup menu. In this window you will see the Startup command lines for all programs that start up automatically when you boot up. Click “Disable All” Next put a check mark to the left of your virus protection command line. To do this, click on the little box to the left of the virus program command line. (Ei; AVG, Norton, Trend Micro, McAfee) This can be a bit tricky as the command line may not list the full name of your virus program. If you look close enough you should be able to determine the correct command line. Now click “OK” Next click “Restart” Your system will reboot. When it restarts, a box will appear telling you what you just did.  Click “Don’t Show This Again”
“How To” Run Spy Ware Scan with Ad-Aware Free
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http://www.lavasoft.com/single/trialpay.php
  Ad-Aware

If you don’t have Ad-Aware, you can get it at link above. You must be connected to the internet to do it. To scan, click on the Ad-Aware icon. You can either download the pay version or use the free version. If you want to stay with the free version, just click update later if it asks you. Now click on Update under Definitions Status to see if any new updates are available. Download them if updates are available. You can now do a Scan by Clicking Scan Now, Select Smart Scan. Click Scan. It may take a half hour or more to finish a scan. When the scan is done, you need to remove the items found in the scan. Click on the little black triangle to the right of Recommend. Select Remove All. Then click perform actions now. Wait one minute then click finish, Close program and re-boot. These instructions could vary a bit depending on what version of Ad-Aware you have. The most important thing to remember for this to work is after the scan you must remove or repair what the scan found. Do this once a week and your computer will thank you.
“How To’ Update Windows to the most current version
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Windows

You must be connected to the internet to do this. Click the Start Button. Look for the icon that says Windows Update. You will be directed to the Windows web site. Depending on what version of Windows you are using, you will see information on setting up automatic Windows updates. I suggest you do so. The method on how to do this is listed under change settings within this operation. When you are on the Windows web site the update process is pretty much self explanatory. After the update is completed, your computer will be re-booted. I suggest you do this again, as not all updates can be completed in one operation. It may take several times doing this to get all of the available updates depending on how often you have done it in the past.
  “How To” Refresh your Internet Explorer Browser
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Internet Explorer

Open Internet Explorer. Simply press the "refresh" or "reload" button in your browser. It is usually located on the very top right side of your browser screen. This is often two chasing arrows in a circle, or two arrows, one pointing up and the other pointing down. This will get the latest version of a page from the web server.
“How To” Enable Cookies in your Internet Explorer Browser
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Internet Explorer

From your browser's “Tools” menu, click Internet Options. Click the Privacy tab, move the slider down to Medium or a lower setting, and then click OK. Note: You can also override automatic cookie settings or customize privacy settings for an individual web site. For more information about privacy settings and cookies, refer to the Internet Explorer Help Menu.

“How To” Change your Internet Home Page in Internet Explorer
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Internet Explorer
Open up your Internet Explorer browser. Browse normally to the web page you want as your Home Page. Click on the "Tools" menu of Internet Explorer. Select "Internet Options."  The "General" tab appears. You'll see the "Home page" box at the top. Click the "Use Current" button in that box. Click "OK."  Close and open Internet Explorer. You should see your new home page. 
“How To” Delete Browsing History, Cookies, Clean your Tracks
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Every time you open your web browser to view a web page, that information is stored on your computer for later use by you or others. It shows your browsing habits, and a browsing history foot print. If you do not want this to be, you can delete your history files and web site cookies. To delete these files and cookies, open up Internet Explorer. [image: image19.wmf]
Click on Tools, click on Internet options. On the general tab in the middle of the screen, click on Delete Files. Check the box that says "Delete all offline content" Click on OK and wait for the hourglass icon to stop after it deletes the temporary internet files. Next click on Delete Cookies and click OK to delete cookies that websites have placed on your hard drive. To clear your Internet history, open Internet Explorer and click on Tools click on internet options. On the General Tab, in the middle of the screen, click on Clear History and click OK
“How To” Add, Remove, or Change Programs on your computer
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Click Start, click Control Panel, and then double-click Add or Remove Programs. In the Currently installed programs box, click the program that you want to remove, and then click remove. Follow the instructions that appear on the screen to remove a program. CAUTION: Never remove Windows items located here, unless you have a complete understanding of what will result. If you are prompted to confirm the removal of the program, click yes. To add new programs or make changes to a program, use the same process, but select add or change. 
“How To” Add a program Icon to your Desk Top
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As an example I will show you how to add a “My Computer" shortcut icon back to your desktop if it is not already there or has been removed. There are two methods to do this. Both are listed below. Click on "Start" then "All Programs" then right click on "My Computer" Next click on "Show on Desktop". A shortcut icon for "My Computer" will bow show up on your desktop. If you want to put a specific program on your desktop just right click on the program icon in the Programs Menu. Next click on "Send To", then click on "Create Desk Top Shortcut. This will now add the shortcut for the program you chose to your desktop. 
“How To” Boot your computer in “Safe Mode”
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Safe Mode is a special diagnostic mode that bypasses Windows startup files, allowing you to fix problems keeping your computer from functioning normally. Only the 
Keyboard, Mouse, and VGA display drivers are loaded in Safe Mode. Other devices, ports, and CD-ROM, may not be available. Click Start, click Turn off computer, and 
click restart. As the computer restarts, press the F8 key once every second until it goes to the Windows Start-up menu. Highlight Safe Mode by clicking it with your mouse. Press 
Enter. Wait for your desktop to appear, and then make the necessary repairs (for example, uninstall programs or devices, do a virus scan, etcetera). When the repairs are done, restart the computer, and allow it to boot normally.

“How To” Set up Email in Outlook Express[image: image23.png]RED



 This can be a bit tricky too!
It is best to first contact your Service Provider first for their specific e-mail set up instructions, as they may have a special set up method. The most common way to set up is to open up Microsoft Outlook. From the E-mail Accounts menu, select Tools. The Wizard window will open. On wizard window, select Add a new e-mail account and then click next. For your server type, select POP3 or IMAP, and then click next. On the Internet E-mail Settings (POP3/IMAP) window, enter your information as follows: Your Name: Your first and last name. E-mail Address: Your email address. User Name: Your email address, again. Password: Your email account password. Incoming mail server (POP3) POP, Pop.secureserver.net or IMAP, imap.secureserver.net. Outgoing mail server (SMTP) Smtpout.secureserver.net  Click More Settings. NOTE: “smtpout.secureserver.net" is an SMTP relay server. In order to use this server to send e-mails, you must first activate SMTP relay on your e-mail account. Log on to your Manage Email Accounts page to set up SMTP relay. If you do not have SMTP relay set up and your Internet Service Provider (ISP) allows it, you can use the outgoing mail server for your Internet Service Provider. Contact your Internet Service Provider to get this setting, or to discuss problem you may be having. 
“How To” Change Your User Information
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  This is pretty easy!
Just go to control panel, click User Accounts. It’s pretty self explanatory from here. Choose what you want to do and follow the instructions provided. You can import your pictures for your desk top, your user icon, and change or add Windows log in password.

“How To” Delete Files, & Pictures
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Go to the location folder where the files or pictures you want to delete are stored. Example: Document files default storage location is in “My Documents” folder and pictures in My Pictures folder. Click on the file or picture that you want to delete, right click on it. Click on “Delete” from the drop down menu. The items you deleted are now in the “Recycle Bin”. They will not be permanently deleted until you do a hard drive clean or empty your “Recycle Bin” 
“How To” Copy a CD or Burn Files to a CD
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If you have a CD burning program like Roxio EZ CD or Nero, on your computer, you can use it to do both of these tasks. Windows XP has the ability to add files or pictures to a CD. Using Windows XP, you can copy tracks either to a compact disk–recorder (CD–R) or to a compact disk–rewritable (CD–RW).When you first insert a blank CD into your CD recorder drive, Windows XP opens a dialog box asking if you want to open a writable CD folder. Depending on your needs, you can choose to open a folder or not. The Always do the selected action check box remembers your choice if you don't want to be prompted every time. With the folder open, you can highlight the files and drag and drop them into it. Windows XP makes a copy of these files in a staging area until you actually burn the CD, XP will display a list of the contents waiting to be recorded. At this point, you can still change your mind about any of the contents in the folder. Select and delete any files or directories you don't want copied. They are removed from the staging area only, and your original files are not deleted. If you attempt to place more content on the CD than its capacity allows, you will be notified. A standard CD holds 650 MB, a high capacity CD holds 850 MB. To record click Write these files to CD in the task bar to the left. The CD Writing Wizard opens and prompts you to type in label for the CD. You can enter up to 16 characters. Click next, and the wizard displays a progress bar indicating the status. A final dialog box will open, asking if you'd like to make an additional copy of the same files. If you forgot a file, drag and drop more files into the folder and they will be added to the waiting list for the next recording session. Windows XP fully supports creating multi–session CDs. Just be aware of the fact that adding a file or folder of the same name replaces the prior version. 
“How To” Do a System Restore Windows XP to a Previous State.
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System Restore does not affect personal files, such as e-mail, documents, or photos. You can only restore files that you have deleted if you have made backups of those files. To perform System Restore, you must be logged on to Windows as an administrator.  (http://support.microsoft.com/gp/admin) 
Click Start, point to All Programs, point to Accessories, point to System Tools, and then click System Restore. System Restore starts. On the Welcome to System Restore page, click Restore my computer to an earlier time (if it is not already selected), and then click Next. On the Select a Restore Point page, click the most recent system restore point in  this list. Make sure you choose a time when your computer was running fine with no issues. Click on the restore point time and date, and then click next. A System Restore message may appear that lists configuration changes that System Restore will make. Click OK. On the Confirm Restore Point Selection page, click next. System Restore restores the previous Windows XP configuration, and then restarts the computer. Log on to the computer as Administrator. The System Restore Restoration Complete page is displayed. Click OK. If you successfully restored your computer to a previous state, and the computer is performing as it should be, you are finished. If the restore process completed successfully but the computer is still not performing as you want, go to the "How to undo a system restoration after you perform a System Restore" section. 
“How To” Undo a System Restore
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Log on to Windows as Administrator. Click Start, point to All Programs, point to Accessories, point to System Tools, and then click System Restore. System Restore starts. On the Welcome to System Restore page, click Undo my last restoration, and then click Next. Note A System Restore message may appear that lists configuration changes that System Restore will make. Click OK. On the Confirm Restoration Undo page, click next. System Restore restores the original Windows XP configuration, and then restarts the computer. Log on to the computer as Administrator. The System Restore Undo Complete page appears. Click OK. You can now run System Restore again from a different restore point.

“How To” Care For Your Laptop”
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1. Avoid using your laptop for long periods of gaming, movies, video encoding programs, photo shop, or any other 3D graphic intense programs as it will spike temperatures quickly, at least 10 degrees within 2 seconds. Likewise, temperatures will cool within 2 seconds after such usage, further weakening the lead-free solder that connects components to the motherboard. Unfortunately, some companies HP & Compaq have not designed their laptops to support such use. And, excessive overheating will cause motherboard warping and damaged components.

2. Never let your Laptop go into hibernate as there is still current running through the motherboard. Most laptops are made to rev down to hibernate, but unfortunately some companies such as HP and Compaq are not made that way and will continue to run at full pace which greatly shortens the laptops "lifespan”.

3. Keep on a cooling pad/fan at all times. They plug right into the USB port, and give room underneath for the laptop to breathe, as well as provide additional cooling. This also means never using the Laptop on the bed, lap, or floor which would block it from breathing, and even worse, clog the fan with lint, hair, dust etc.

4. Clean out the vents and fan once a month using compressed air or a vacuum. (Many computer repair shops will do it for free or a small fee using an air compressor.) A clogged fan, vent, or heat sink will definitely cause laptop overheating and failure."

I hope you have found this little book helpful.       [image: image29.wmf]
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