SHUTDOWN PROCEEDURE
1. Click the Start button. 2. Choose Shut Down.
3. Select Shut Down, then select Shut Down the Computer.
4. Click Yes.
5. Wait for Windows to tell you that it's "'safe to turn off your computer*'.
6. Turn off your computer.

It is better for your computer if you are going to be away from it for only a short while to
leave it on (unless there's a storm brewing in your area with lightning). Some folks prefer
to leave their computer on all the time.

The computer should be unplugged from power and the phone line to your modem
unplugged if there is lightning in the area. The surge protectors cannot protect your
computer from a lightning run-in. If you are going to be away from home it is
recommended that you unplug the computer and phone line.
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CREATE A FOLDER
1. Right Click START...click. EXPLORE to get to the WINDOWS EXPLORER screen.

2. On the left column click the up arrow at the line that divides the page, to scroll up until you
see the C: drive. Click to highlight it.

3. On the top control bar Click FILE...NEW...FOLDER.

4. A box will appear on the bottom right side saying "new folder™" with a blinking cursor in the
box. This blinking cursor is asking you to type in a name for this new folder you've just created.
If you use something like AAA, it'll be very easy to find because things are listed alphabetically
and it will be at the very top. But you can name it MY FILE or anything you want.

5. After naming, place your cursor outside the box and click on a blank area of the right screen.
The Folder will jump over to the left side of the page and now is ready for you to store anything
you wish in it.

6. If you wish, you can create subfolders in this folder by using the same process as above but
highlight this folder instead of the C:drive so that the new one created will go under this folder.

SAVE A FILE
To save a document, etc in this folder:
1.0nce you have the document created in your wordprocessor, click File...SAVE.

2. A box will pop up asking where you want to save this file. The top box says SAVE IN: click
the down arrow by this box and select C: drive, doubleclick it to show its folders.



3. Find and double click the folder you created above for this purpose so that it's name is listed in
the SAVE IN: box window.

4. In the box at the bottom FILE: type in the name you're giving to this particular list or
document that you are saving.

5. Click SAVE to the right of the box where you typed the name.

OPEN A FILE

When you want to open a particular file to work on or to print, to store on a floppy ,etc :

1. Open your Wordprocessor, Click FILE...OPEN...

2. At the LOOK IN box at the top of this page, click the down arrow and double click the
C:drive, find the folder and doubleclick it, find the file and doubleclick it and it will be opened so
you can add to it, change it, print it, etc.

CLOSE A FILE:

1. If the file has not been saved, you must first give it a name, select the folder where
you will store it and click SAVE, so the file is saved before closing it or you lose your
information.

2. Then to Close the file, click File...SAVE or click the X in the top right corner of the
screen you're working on. There will be another X above but it is the X that will close
the program and you don't want to do that unless you're finished with the program
also.

ADD TO An Existing FILE

1. Highlight item you wish to save, click CTRL+C or EDIT and COPY.

2. Click FILE, OPEN, select the drive on which the file already exists( e.g. click C: or A:)

3. Scroll down until you locate the FOLDER the file is in, doubleclick to get a list of the files in
that folder.

4. Scroll to find the file and doubleclick

5.Click CTRL and END to take you to the bottom of what is already in the file.

6. Place cursor at the bottom and click CTRL+P or EDIT and PASTE

7. Click FILE and SAVE.

ASSOCIATING FILES WITH PROGRAMS

Ever get a file and it has the little Microsoft icon and when you doubleclick to open it, you get a
message stating, "Which program do you want to open this with?" and an OPEN WITH box
pops up with a list of all the programs in YOUR computer?

Select the correct program,(if you know which one to select) and check the "Always use this
program to open this type of file' box at the bottom of the list. DO NOT leave the check in
that box unless you are sure this is the correct program to Always use to open this file. It is
wiser to uncheck the box, and then select the program to open the file. IF it does open the file,
then you can repeat the process leaving the check in the box.. By leaving the box below
UNCHECKED it allows you to try a different program if the first one you tried DIDN'T open the



program. If the check is in the box and you select a program that will not open the file....you’ve
just associated EVERY file in your computer that has the same extension (those 3 letters after the
dot found at the end of a file name) with a program that can’t open those files.

Just in case, you did that....not to fear....here is a way out for you.

UNASSOCIATING FILES (Just in case you forgot to take the little check out of the box below
the Associate box in the instructions above as | have often done, to my distress later.jmax)

Ever encounter an application that designates itself as the default program for a file extension
previously owned by another program? The quickest way to get out of this jam under Win9x is
to find an example of an incorrectly associated file. Click on the file once to select it, then hold
down the Shift key while you right-click on it. Choose Open With. Select the correct program,
check the "Always use this program to open this type of file" box and click on OK. Or, if you
don't find the program, click on the Other button and navigate to the correct program on your
drive.

Or, Click on MY COMPUTER

Click on VIEW (on the menu bar at the top)

Click on OPTIONS

Click on FILE TYPES tab

You'll see a list of REGISTERED FILE TYPES

REGISTERED means the computer knows what action to take when this type of

file is accessed (associated). For example, when you select Bitmap Image or .bomp, the FILE
TYPE DETAILS area reveals the type, extension, and content and which program will be used to
open these files.

Clicking the EDIT button will allow you to modify the settings.
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Shift key while you right-click on it. Choose Open With. Now, select

the correct program, and be sure the check is in the box by "Always use this program to open
this type of file" and click on OK.
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