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It’s All About You

• Do you use Windows 7? Or XP? Vista? 2000?

• Do you use Outlook? 2007 or 2010? Or another 
program such as AOL or Yahoo or Gmail?

• What do you know?

• What do you want to know?• What do you want to know?

• Do you need the basics about creating and using 
folders and moving documents/email messages 
into folders?

• Are you interested in learning some things that 
will make your life easier?



Possible Topics

• The Basics

– Creating folders

– Moving documents/email messages to folders

• Fences• Fences

• Shortcuts on the desktop to:

– Files

– Folders

– Programs

– Web sites



Fences

Software that really made a 

difference for me!difference for me!



Before Installing Fences from Stardock



After Installing Fences















Shortcuts on Your Desktop To 

Files, Folders, Programs

• In Windows Explorer, find the file, folder or 

program

• Right click it

• Select Send To*• Select Send To*

• Select Desktop (create a shortcut)

*If you select, “Create a shortcut” from the Right Click 

Menu, it puts it in the same folder. So it’s better to select 

“Send to” and then “Desktop (create a shortcut).”





Shortcuts on Your Desktop

To Web Sites

• Open your browser (Internet Explorer, 
Chrome, Firefox)

• If it’s full screen, click the Restore icon so you 
can see part of your desktop can see part of your desktop 

• In the URL field, click the icon to the left of the 
URL

• Drag that icon to your desktop to create a 
shortcut to that web site



Organize/Layout



Organize/Folder & Search Options



Right click in the 

white space to 

access this menu



Organizing Email

• Focus vs multitasking

• Making decisions

– Delete

– Delegate– Delegate

– Do immediately

– File for reference or in project folder

– File for follow up


