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It’s All About You

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

Do you use Outlook? 2007 or 20107 Or another
program such as AOL or Yahoo or Gmail?

What do you 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

e Shortcuts on the desktop to:
— Files
— Folders
— Programs
— Web sites



Fences

Software that really made a
difference for me!



Before Installing Fences from Stardock
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After Installing Fences
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C A O www.stardock.com/products/fences/

Fences Pro
Fully Featured Version

v Configure a "default’ fence for all new icons
v" Automatically organize icons into fences by file type, name, etc.

¥ Sorticons in fences by date, type, size, name, times used, etc.

¥ Have fences that appear faded out until mouseovered

“ BuyPro I) Learn more about Fences Pro...

System Requirements Free for personal use!
In a non-commercial, home environment.

» Requires: Windows 7, Windows Yista, or Windows =P
& 32-hit and B4-bit Windows T and vista are supported.

» Create an unlimited number of Fence areas onyour deskiop
o uickly hidefshow waur desktop icons with a double-click
Fatent Fending

Compatible with

» Custarmize the color and apacity of vour fences

v4
w

Windows:7
VISTA READY!
M Leatn rmore about Fences...




Welcome to Stardock Fences! §|

Welcome to Fences!

Fences was designed to help organize your desktop,

To help wou start this process, Fences can create a couple
starter-fences foryou, or even do a one-tirme organization of
vour desktop, separating links, web links, folders, files, and
recent files into different areas, which you can then

customize.

Please choose from the following options:

Start using Fences!
Choose a layout to help get me started
(Recommended for most users, easy to undo)

I'll create my fences on my own
(Recommended for advanced users)




Choose layout

Please pick which option best suits vour needs:

Just create a couple fences Sort out my icons
Creates 2 empty fences for you to start using For extra-messy desktops, performs a one-time

[Recommended for most casual users) sorting of shortcuts, files and folders into fences
—

Mote, wour current icon positions will be
backed up befare any layout is applied. |_ Cancel




Fences

Ready to go!

Fences is now ready to use!

Drag icons into fences to hawve therm join that fence,
Custormize your fences by renarming thern or mowving
thern around on wour desktop, Reset things back to
where they were by using the "snapshots” area of
"Tools", Inthe Fences settings dialog.

Erjoy!

Upen Fences settings




Stardock Fences™

Choose a Layout | IR T

Customize

Quick Recent Things Programs

Tools Lirk s

‘ﬂ"b out Folders

Files & Documents

Create a fence Label a fence Adjust a fence




Introduction

"Fences" are shaded icaon groupings on the desktop,
The purpase of this toaols i5s to help you clearly organize your desktop,

Basic Use

Drag desktop icons into fenced areas to hawve thern Join that icon grouping.

Create new fences by drawing a square on your desktop using the right mouse button,
Fence areas can be mowved and resized by grabbing their edge,

Label a fence by right clicking it and choosing "Renarme Fence",
Rermowe a fence by right clicking it and choosing "Delete Fence”,

Quick Tips

To help rmake wour desktop not appear cluttered, DOUEBLE CLICK THE DESKTOP to hawve all
of the desktop icons QUICK-HIDE. Double click the desktop again to rewveal the hidden icons,

Hold the WINDOWS KEY and press the letter "D" to get QUICK ACCESS TO THE DESKTOR,
Press that key combination a 2nd time to restore the windows you were warking with,

Your fences will automatically scale when wou switch screen resolutions, in order to
preserve wour icon layout, If you change resolutions often, make use of the setting in
"Moare Tools" to hawve wour fences' layout be stored individually per-screen-resolution,



Shortcuts on Your Desktop To
Files, Folders, Programs
* |In Windows Explorer, find the file, folder or
program
* Right click it
e 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).”
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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

n the URL field, click the icon to the left of the
UJRL

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




Organize/Layout

|5 ¥ Libraries »

File it  View Tools Help
Organize = 2 Open Share with + Burn Mew library

Cut :
v raries
z Copy n a library to see your files and arrange them by folder, date, and other properties.
H | Paste =
Undo E:L Documnents |! Music
Redo .“/ Library s Library
e | Pictures ! Videos
1@ b |+ Menubar —— Library
Folder and search opticns e nare
/5 Delete v Preview pane
Rename ¥ MNavigation pane
Remove properties v Library pane
Properties
Close
Lol Computer
&, Local Disk (C)
—a Local Disk (D)
¥ KINGSTON urDrive (F)
K Apple iPhone
?ﬂ Metwork -
:—_-.:_ Documents State: 3R Shared Shared with: Homegroup

"""-._? Library Date modified: 7/15/2012 6:21 AM




Organlze/FoIder & Search Options

Fﬂlder Cptions - P—— r—
. _ Folder Options p—_ - ' ﬁ
(: General | view ) Search
e ————
Browse folders | g View | Sea
@ Open each folder in the same window Folder views

= —

(7 Open each folder in its own window

Click items as follows
7 Single-click to open an item (poirt to select)
ﬂ Underine icon titles consistent with my browser
(@ Undedine icon titles only when | point at them
i@ Double<lick to open an item (single-click to select)

Mavigation pane
4 |l ] Show all folders

> Automatically expand to cument falder

ou can apphy the view (such as Details or lcons) that
B you are using for this folder to all folders of this type.

Apply to Folders Beset Folders

Advanced settings:

Files and Folders

[ Always show icons, never thumbnails

Always show menus

[¥] Display file icon on thumbnails

[¥] Display file size |rrfnrrnat|nn in folder tips

[¥] Dig assic theme only)

[ »

m

Hidden files and folders

Bestare Default -
() Dont show hidden files, folders, or drives
@ Show hidden files, folders, and drives
[ Hide empty drives in the Computer folder
| _ Hide extensions for known file types
How do | change folder options? \E'med operating system Zcommended)
[ 0K J ’ Cancel Api [ Restore Defaults ]

ok (Cons ] [toow
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B E

Edit View Tools Help
Inize * Share with = Burn Mew folder
i oiHneEtE Documents library
e ASTD-DC Brochure
o/ Dulles Chamber F
Marme

. 2011 Health Fail

. Brochure

| HWC Directory —
| Speakers Direct

| e - e

| Survey

m

| Leadshare

o MAPD 2012 Confe
. MAPC Board

. MAPO Mational

, MAPO solopreney
; MAPO-WDC, inc
MSA

MEA-DC

MSGCD

, MSGCD projects

) VAST web_site
1 5K writes

;1 Web Site Current
) 1 Web Site Mew

b bRt

B health and wellness brochure unformatted text.doc
edits for Health and Wellness brochure.pulb
ﬂ] edits for Health and Wellness brochure, pdf

Right click in the
white space to
access this menu

—

& & 8 0

. Balanced Spaces

L I T T

-

3 ftems State: &% Shared

Date m-:u:lifvieu:l

5/24,/201011:36 PM
5/23,/2010 7:06 PM
5/23/2010 7:04 PM

Arrange by
View
Sort by

Group by
Refresh

Paste
Paste shortcut
Undo Mowve

Share with
Mew

Properties

Arrange by:  Folder

Type Size
Microsoft Word 87 - 2003 Do... 30 KB
Microsoft Publisher Document 82 KB
Adobe Acrobat Document 69 KB
3
3
3 Mame
r | & Date modified
Type
Size
Ascending
Ctrl+Z @ Descending
3 Mare...
3




Organizing Email

* Focus vs multitasking

* Making decisions
— Delete
— Delegate
— Do immediately
— File for reference or in project folder
— File for follow up



