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Creating a Shortcut to a Program or File

To create a shortcut on the desktop to a program or file, there are two possible methods to choose from. 

Method 1

1. Right-click an open area on the desktop, point to New, and then click Shortcut. 

2. Click Browse. 

3. Locate the program or file to which you want to create a shortcut, click the program or file, click Ok, and then click Next. 

4. Type a name for the shortcut. If a Finish button appears at the bottom of the dialog box, click it. If a Next button appears at the bottom of the dialog box, click it, click the icon you want to use for the shortcut, and then click Finish.  The shortcut should then appear on your desktop.
Method 2

1. Click Start, point to All Programs, and then right-click the program you want to create the shortcut to. 

2. Click Create Shortcut. 

3. The shortcut is now at the end of the Programs list. For example, if you created a shortcut to Microsoft Word, to find that program, click Start, and then point to All Programs. You will find the shortcut, named "Microsoft Word (2)" (without the quotation marks), at the bottom of the Program list. 

4. Drag the shortcut to the Desktop.
How to Create a Shortcut to a Website on the Desktop

Creating a Shortcut to a Website

1. Right-click an open area on the desktop, point to New, and then click Shortcut. 

2. Click Browse. 

3. Enter the URL of the website, which you want to create a shortcut for, in the box under “Type the location of the item:” Example, kin.kirkwood.edu .  If you have been to this website on your PC, the URL will appear as you type it, and you may select it from the list of URLs you see listed.  After you have entered your website in the box click Next. 

4. Type a name for the shortcut. If a Finish button appears at the bottom of the dialog box, click it. If a Next button appears at the bottom of the dialog box, click it, click the icon you want to use for the shortcut, and then click Finish.  The shortcut should then appear on your desktop.
Sending Documents as Email Attachment from Word 2007

After composing your word document, you may easily email it directly to your list of recipients from your word document. 
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Click Word 2007's Office Button to open the "File menu."
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The Send command on the Office menu opens a submenu, which contains items varying with the software installed on your computer. Both E-mail and Internet Fax should be visible by default, regardless of software installed.
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Click the E-mail menu item, and a blank email window will open, containing your Word document as an attachment, and Outlook will use the document title as your email's subject line.
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Then enter the recipients names in the “To:” line of your email, type a message in the body of the email, click “send” and your document is on its way.  
	
	


Office 2007 - Pin important documents to Recent documents list: 

1. Click the Office Button in the upper-left corner of your Office program (Excel, Word, or PowerPoint) 
2. Find the Recent Documents list displayed on the right side of the menu 

3. Locate the document that you want to pin. If it is not there, click Open and browse to the document, so it will be added to the Recent Documents List 
4. Select the corresponding Pin (to the right of the document’s name) so that it turns green.  The document is now “pinned” and will remain in your recent documents list.



How to Use a USB Flash Drive

A Flash Drive is a small self-powered drive that connects to a computer directly through a USB port. It's both Mac and PC compatible, so you can transfer files between both Macs and PCs. They are supported on all public machines, although some flash drives require a user to install drivers before use. Flash drives can hold any type of data, including excel, jpeg, video, and text files. Flash drives are also commonly referred to as key drive, thumb drives, jump drives, USB drives and pen drives.

Flash drives are meant as a way to get files to and from multiple computers. They are NOT recommended for backups. It is recommended you backup files to CD-RW or CD-R disks.

Please note that not all flash drives are the same. Some may require extra drivers to be installed on a computer in order for them to function properly. Some public computers may not allow drivers to be installed. Therefore, not all flash drives will be compatible with all public computers.

Flash drives come with varying amounts of memory. You may purchase a flash drive that is 256MB or you may purchase one that is 8 Gigabytes.  The size depends on how much space you will need available.  Some of the most popular brand name drives are Lexar, Sandisk, Kingston, PNY, and Iomega.

Copying files to a flash drive on a PC:
1. Open My Computer and see which drives are shown. Most computers, for example, have a hard disk such as a C: drive and a few removable storage devices such as a floppy drive, and a CD-ROM drive. 

2. Insert the flash drive into the USB port and watch to see where the USB flash drive appears. Most will appear as removable storage, but some will instead appear as hard drives. Note the name Windows is using to refer to the flash drive ("Removable Disk (G:)," for example).

3. Open My Documents or the location from which you want to transfer files to the flash drive. Select the files or folders you want to save to the flash drive by left-clicking on them. To select more than one, hold down the CTRL key while you click and select all of the files you wish to save. 

4. Right-click on the file(s) or folder(s) you selected, then select Send to, then select the name you saw appearing in My Computer for the flash drive ("Removable Disk (G:)," for example).

5. When the copying is finished, do not immediately remove the flash drive from the USB port. 
6. Instead, left-click on the Remove Hardware icon [image: image6.png]4
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located in the System Tray on the bottom right hand corner of your desktop. A window containing a list of the USB devices will appear. Left-click on the Safely Remove Mass Storage Device line that matches your flash drive (for example, Safely Remove Mass Storage Device - Drive(G:)). 
7. When you see the following message appear in the bottom left toolbar, it is, as it says, safe to remove the flash drive from the USB port; you may close the message or ignore it, as it will close itself automatically:
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Copying files from a flash drive on a PC:
1. Open My Computer and see which drives are shown. Most computers, for example, have a hard disk such as a C: drive and a few removable storage devices such as a floppy drive, and a CD-ROM drive. 

2. Insert the flash drive into the USB port and watch to see where the USB flash drive appears. Most will appear as removable storage, but some will instead appear as hard drives. Note the name Windows is using to refer to the flash drive ("Removable Disk (G:)," for example).

3. Double-click on the flash drive to locate the file(s) or folder(s) you want to copy to this computer. Select the files or folders you want to copy by left-clicking on them. To select more than one, hold down the CTRL key while you click and select all of the files or folders you wish to copy. 

4. Right-click on the files or folders you have selected and choose Copy.

5. Open My Documents or the location to which you want to transfer files from the flash drive. 

6. Click on the Edit menu, then select Paste.

7. When the copying is finished, do not immediately remove the flash drive from the USB port. Instead, left-click on the Remove Hardware icon [image: image8.png]4
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located in the System Tray. A window containing a list of the USB devices will appear. Left-click on the Safely Remove Mass Storage Device line that matches your flash drive (for example, Safely Remove Mass Storage Device - Drive(G:)). 
8. When you see the following message appear in the bottom left toolbar, it is, as it says, safe to remove the flash drive from the USB port; you may close the message or ignore it, as it will close itself automatically:
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 Make Word 2007 Always Save in Word 2003 Format
If you are using Word 2007 but all those you share documents with are still using a previous version you may wish to make Word save your documents in the Word 2003 format by default.

To change this setting, open your Word 2007 program. Click on the Office Button in the upper left hand corner.
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Now click the Word Options button in the menu.

[image: image11.png]



Click on the Save tab, and then change the drop-down menu for "Save files in this format" to be "Word 97-2003 Document".  Then click “ok”.
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Now each time you save a document, Word will automatically be saved in a format which allows all versions of Microsoft Word to view your document in the correct format.

Managing your Internet Explorer favorites

	
	
How do I organize my favorites?


	
	1. 

Open Internet Explorer by clicking the Start button [image: image13.png]


, and then clicking Internet Explorer.
2. 

Click the Add to Favorites button [image: image14.png]


, and then click Organize Favorites.
3. 

In the Organize Favorites dialog box, you will see a list of your favorite links and folders. From here you can do the following: 

•

Open folders: Click a folder to expand it and see the links it contains.
•

Create new folders: Click New Folder, type a name for the new folder, and then press ENTER.
•

Move favorites: Select a link or folder and then drag it to the new position or folder. You can also move items by selecting the link or folder, clicking Move, and then choosing the folder you want to move it to.
•

Rename links or folders: Select a link or folder and then click Rename. Type the new name, and then press ENTER.
•

Delete links or folders: Click a link or folder, click Delete, and then click Yes to remove it.
4. 

When you are finished organizing your favorite links, click Close.


	
	
How do I use folders?




	
	Folders are used to organize your favorite links into groups that are meaningful to you. For example, you might create one folder for links to financial institutions and another folder for links to your favorite news links.

1. 

Open Internet Explorer by clicking the Start button [image: image15.png]


, and then clicking Internet Explorer.
2. 

Click the Add to Favorites button [image: image16.png]


, and then click Organize Favorites.
3. 

In the Organize Favorites dialog box, click New Folder, type a name for the folder, and then press ENTER. Repeat this step until you have created as many folders as you'd like.
4. 

Drag links from the favorites list into the appropriate new folders. You can create nested folders by dragging one folder into another.
5. 

When you are finished creating and organizing folders, click Close.



How to add a webpage to your list of favorites
	1.
	Open Internet Explorer by clicking the Start button [image: image17.png]


, and then clicking Internet Explorer.  When you have are at a website you wish to save in your favorites list, click the large plus sign on the left side of your internet browser, as shown below.
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Add your favorite site by clicking Add to Favorites.

	2.
	In the Favorites Center Preference Box (shown below), you may type in a name for your website or use the one shown then choose where the website will be stored by selecting the drop down arrow next to the “create in:” box.   


. 
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3.
Then click the add button to finish and save your website in your favorites list.
Websites:

www.office.microsoft.com
www.microsoft.com
www.google.com
www.youtube.com
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