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Hi and Thank you for downloading our FREE ebook, get ready to take Windows
Meto a New level with CSLearn.com's ebook. "The Best Tips, Secretsand Shortcuts'
for Windows Me. With the success of our interactive CD-ROM Windows 98 training, we
decided to put together an ebook of the New Windows Me operating system. This ebook
isfor Beginners, Advanced and Expert. Wetake a Tip and take it to a new level. Our
goal isto take you step by step and show you what you can do with Windows Me. Y ou
will save time by learning new way in getting around Windows. We want you to say to
yourself " | didn't know you could do that". We take pride in teaching you new way to
use Windows. With over 400 Tipsin the full version of our ebook, this FREE version
has 48 tipsfor you to try. Our ebook will be available in three different ebook formats.
Come to our Web site www.cslearn.com and download the FULL version of our ebook.
Once again thank you from all of us at CSLearn.com.

Windows 98 users.

Great newsfor ALL Windows 98 users, you will be ableto use 98% of all the
400 Tipsin our ebook. So if and when you upgrade to Windows Me you will be right
at home.


http://www.cslearn.com/
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Chapter 1
Getting Started

Show All files

By default, Windows Me does not show hidden or system files. It also does not show
file typesthat are registered with the system.

1. Toseeal of your files:

2. Open Windows Explorer from the menu options. Click on Tools and Folder
Options from the View Menu.

3. Click ontheView tab. Go to the Hidden Files and folder s and choose Show
all files. Then press Apply.

4. Now you will be ableto see adl of your files.

Folder Dptions

General Wiew I File Types I

— Folder wiews

r— You can et all af your folde

4
4

ikl
Il

¢ Like Current Folder §

Advanced settings:

Automatically search for netwark, fo
[ Display all Contral Panel options ar
[ Display the full path in the address
[ Display the full path in title bar
[ Hidden files and folders
) Do ot show hidden files and |
{#} Show hidden files and folders

Next Tip - Chapter Layout
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Chapter 1
Getting Started

Show File Extensions

By default, Windows Me does not show file extensions, but it’s always a good idea to
have this option turned on.

1. Toseeyour fileextensionsfor all files:

2. Open Windows Explorer from the menu options. Click on Tools and Folder
Options from the View Menu. Click on the View tab.

3. Make surethat the check box for Hide file extensions for known file types
is unchecked.

I mrduer sz drid joiaens
) Do not show hidden files and folders
& Show hidden files and Falders
(MR Hide filz extensions far known file tpes
A Hida rratactad Anarsbina soskaen filas [Par

Next Tip - Chapter Layout
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Chapter 1
Getting Started

Your Startup folder

Y our computer might automatically start programs when you first start your computer.
Some programs automatically are placed in the Startup folder or you can place any
program or task that you would like to start in this folder.

1. Click Start, Programs, StartUp and see what programs or tasks are in this
folder. Y ou may have some or none depending on who set up your computer.

2. There are several ways that you can add and delete programs or tasks from
thisfolder.

3. Right mouse click on the Start button. Select Open. Double click on the
folder Programs. Then double click on StartUp.

4. Now add or delete any program or task and the next time you start your
computer the program or task will start or not start.

5. Another way to get to thisfolder isto open the Windows Explorer. Right
mouse click on the Start button. Select Explor e, the Windows Explorer
starts. Locate the folder Windows and double click thisfolder. Find the folder
Start Menu and double click this folder.

6. Now click on the folder Startup and add or delete any program or task in this

folder.
[Empty] |

Next Chapter - Chapter Layout
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Chapter 2 Layout

Control Panel
Click on thetip and go directly to that tip.

Add remove / Adding or Changing Setting your power scheme/ Using
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Click MePart 1/ Click MePart 2 title bar

Power Setting/ Internet Setting Windows Password / Network Password
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Chapter 2
Control Panel

Internet Settings

The quickest way to get to your Internet settings.

1
2.

4
5
6.
7
8

Create ashortcut.

In the command line type in c:\windows\system\inetcpl.cpl. Thiswill take
you to the main screen of the Internet settings. The Internet setting has 5 other
tabs.

Right mouse click on the shortcut and select properties. After \intcpl.cpl press
the space bar and type in acomma and then the number of the tab you would
like to go to.

,1 will get you to the Security settings.

,2 will get you to the Content settings.

,3 will get you to the Connections settings.
4 will get you to the Programs settings.

,5 will get you to the Advanced settings.

T arget lacation: SYSTEM

Target:

|E:"-.WINDEIWS"~SYSTEM&INETEPL.EF‘L ]

Next Tip - Chapter Layout
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Chapter 2
Control Panel

Power Setting

A quick way to get to your power settings.

1
2.

Create ashortcut.

In the command line type in c:\windows\system\power cfg.cpl. Thiswill take
you to the main screen of the power settings. The power setting has one other
tab.

Right mouse click on the shortcut and select properties. After \power cfg.cpl
in the target line, press the space bar and type in acomma and then the
number 2 (,2). Click on ok and then double click on the shortcut and you will
go directly to that tab in the power settings.

T arget location: STYSTEM

T arget:

IE:"-.WINDDWS 4SYSTEMYPOWERCFG.CPL |

Next Tip - Chapter Layout
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Chapter 2
Control Panel

Print Out a Hardware List
If you ever need a print out of your hardware:

1. Right mouse click on My Computer. Select Properties and click on the tab
device manager and click on a piece of hardware.

2. Click on the option print. A menu will come up and you can pick the report
that you want: System summary, Selected classor device, or All devices
and system summary.

Print EHE
Printer:  Default Printer [HF Lazerlet 55i on K.
WWCHPETPS024p2eal 9ph) -
Cancel |
—Repart type

" Spstemn summary Setup...

{* Selected class or device:

" Al devices and system summary

™ Frink to file

Next Tip - Chapter Layout
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Chapter 2
Control Panel

Setting your Power Scheme
Y ou can set your monitor and hard drive to power down.

Go to the Control Panel and click on the Power Option icon.

The first pull down tab isfor what type of computer you have.

The next set of optionsisfor your monitor and hard drive.

Click once on the advanced tab.

Y ou can place an icon on the taskbar (for laptop) and you can set a password
before your system goes into sleep mode.

ghrowdNE

Note: Y our monitor and hard drive need to support these options. Check your
documentation on both devices.

Fower Schemes I A

@p Select the | @p Select the behaviors you want.

Power Schemes  Advanced I

thiz comput
the selecte: Optianz
Paower schemes — [ ilways show jcon on the tazkbar
“W [ Prompt for pazsword when complte)
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Chapter 2
Control Panel

Spice up Your Title Bar
Y ou can combine two colors to spice up your title bar.

1. Right mouse click on the desktop. Select Properties and click the Appear ance
tab.

2. Takeyour mouse and click oncein the active title bar. Now the item areais
active.

3. Totheright of the options you have Color 1 and Color 2. Pick two colorsand
look in the preview window. If you like this color combination, click on ok and
al of your title bars will have this color combination.

Ean::kgn:nundl Screen Saver AL

Inachve Windo

Ikern: Size: Colar: Coalar 2

I.ﬂ'-.ctive Title Bar j I mﬁ -

]y

Next Tip - Chapter Layout
Copyright © 2000 CSLearn.com All rights reserved.



Chapter 2
Control Panel

What Does My Font Look Like

If you want to view any font to see what it will look like, just double click the font.

1. Open the Control Panel. Double click on Fonts.

2. Double click on afont that you would like to see. Scroll down the selection
and you will see dl types of sizes.

Anal Bold Italic [TrueTppe]

Arial Bold Ttali

Tvpeface name: Arial

File size: 217 EE

WVersion: Version 2.76
Trrpeface @ The Monotype Cotg

[lonotype Co

abcdefghijkimnopgrstu
ABCDEFGHIJKLMNOF
1234567890..,;("1?")

12 The guick brown fo.

e o mee e L .
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Chapter 3 Layout
Desktop

Click on thetip and go directly to that tip.

Add your Support detailsand a company
logo

Adding the Windows explorer / Auto hide
the taskbar

Adjust your columns/How do you want
your programsto open

All Four Corners/ Arrange Your Icons
Change some of your default icons/ Change
the location

Changeyour ActiveTitle bar Font / Give
your self moreroom

Change your column order Part 1 and Part
2

Closeyour folder / Close all your windows

Copying with the right mouse / Putting C:
drive on desktop

Create multiple shortcutsat once/ Create a
new file quickly

Creating your own shortcut folder / Drag
and drop to start menu

Do not forget about scheme and scheme 2

Expanded Me/ Printer on the desktop

Find or search shortcut / First letter of
folder or file

Get rid of the shortcut arrows/ First letter
icons

Looking for icons/ | want to seethewhole
name.doc

On theInternet and Find people

Open afolder in thewindows explorer / No
mor e password prompt

Place your Hard drive anywhere/ Print
screen

Quick launch search / Quickly close any
program

Quickly test / Restart the only way

Right click me/ Run a program from the
address bar

Right click shift f10/ Goto folder quickly

Set your Folder theway you likeit /
Shortcut to a specific place

Start in the Background / Taskman still
alive

Using numbersin the start menu / Using the
run command

Using the scraps shortcut / Easy accessto
properties

Your Taskbar and Start menu options
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Chapter 3
Desktop

Create Multiple Shortcuts at Once
Don't create shortcuts one at atime. Do them dal at once.

1. Openthe Windows Explorer. Find three items that you would like to create a
shortcut for. Remember they can be anything.

Select all of the items, right mouse click and drag them to the desktop.
Release your mouse button. A menu will appear with options.

Click Create ShortcutsHere.

Now all of the items that you selected are shortcuts.

ar®LODN

BOOTLOG.PRY

BOOTLOG ......................................
CLASSE Copy Here
COMFIG. Move Here
CONFIG. Create Shortcut(z] Here

CrrAkIM

Next Tip - Chapter Layout
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Chapter 3
Desktop

Creating a New File Quickly
Y ou can create afile quickly from wherever you are.

1. From the desktop right mouse click once and select New. Under Shortcut
you have alist of files that you can create. Select one and click onit. The
program will start.

(] Eolder

m  Sharkcut

Froperties

[E] Comprezsed Folder

icrosoft “word Docum

@ Bitrnap Image
{ﬁﬂ Whawe Sonind
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Chapter 3
Desktop

Drag and Print
Print your files quickly.
1. Click on Start, Settingsand Printers.

2. Now drag your printer icon to the desktop. Y ou can then drag documents
onto the shortcut and print instantly.

3. You can aso put aprinter shortcut in your Sendto folder, so printing is aways
aright click away.

Shaortcut ta F'
Fzenlel 55

Next Tip - Chapter Layout
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Chapter 3
Desktop

Expanded Me

Now you can cascade most of your settings.

1.

5.

6.

Click Start, Settings. Asyou can see, the control panel isjust an icon and
you need to click on thisto display what isin the control panel. Windows lets
you expand now on the start menu.

Click Start, Settings, Taskbar and Start menu. Then click on the advanced
tab. Thelist below gives you the option now to expand what’sin the folders.
Place acheck mark on control panel and click on ok.

Click start, settings. Asyou can see, the control panel has an arrow now
(“expand”) and you can see dl of theiconsin that folder.

Y ou may aso expand the following: Dial-Up Networking, My Documents,
My Picturesand Printers.

Click on each option to seeif you like this new setting.

Start menu and T askbar

Expand Contral Panel
Expand Dial-Up Metworking
Expand My Documents
Expand My Pictures

Next Tip - Chapter Layout
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Chapter 3
Desktop

Find or Search Shortcut

Y ou can have the find or search function one click away. To create this shortcut it will
take two steps.

1. Click Start and Search (for files or folders). Y ou need to search for
something so type in *.doc and click on Sear ch.

2. After theresults are displayed go to the menu bar. Click on File and Save
Sear ch and then save it to the desktop. Now your desktop is a shortcut to the
find function.

ﬁ Search Resultg
|| File  Edit View

Save Search

[Ereate Shartcy
[elete
Bename
Froperties

I L=l

Cloze
(e

Search for files or fc

* doc
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Chapter 3
Desktop

First Letter of a Folder or File
Y ou can easily move around just by using the first letter of afolder or file.

1. Right mouse click on the Start button. Select explor e and click once on the
C: drive and pressthe letter P. Now your selection will go to the first
occurrence of afolder that starts with P. Pressthe letter W and the directory

Windowsis selected.

2. Click once ontheright hand side wherethereisalist of files. Pressa letter
and the first occurrence of afile or folder with that letter will be selected.

J-= Lacal Disk [C:) ¥]15TROOT
(] _RESTORE %) 5531, DIG
{:I rzpcint By 5531_HWE
"{:I My Docurnents g 5531_5WE
(1 NCDTREE E, scosran
% :Eltlzzh Active Setup Log
B DR&WIN Active Setup Log
B OR&WINGS = srrurinst

ARTGALRY CAG
B asp
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Chapter 3
Desktop

Right Click Me

When you right mouse click something the appropriate menu is displayed. So always
right click your mouse and a faster option might be displayed for you to use.

1. Let'spick threeiconsto see what menus are displayed.
2. On the desktop right mouse click My Documents. The menu has Open,
Explore, Search, Paste, Create Shortcut, Delete, Rename and Properties.

3. Right mouse click Network Neighborhood producing Open, Explore,
Sear ch for Computer, Map Network Drive, Disconnect Network Drive,
Create Shortcut, Rename and Properties.

4. Right mouse click on the desktop producing Active Desktop, Arrange
Icons, Line Up I cons, Refresh, Paste, Paste Shortcut, Undo Rename, New
and Properties.

5. Asyou can see there are different options available when you right mouse
click.

Open

Explore Ezplore
Search... Search...
Pazte Map Metwork Drive. ..

Create Shertut Digoonnect Metwark,

Delete Create Shorkcut
R ename Rename
Properties Properties

,

Open
Eaplare
Search far Compite

bdap Metwark Dirive
Dizconnect Metwar

Create Shaortcut
Fiename

Froperties
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Chapter 3
Desktop

Run Programs from the Address Bar
Use the full power of the address bar.
1. Right mouse click on the taskbar. Select Toolbars and click on Address.
2. YoucantypeinaUrl or typein afilename.
3. You haveto typein the full path name.
4. Presstheenter key and the program starts.
5.

Thisisjust another way to start a program.

|Addtess | c\windows\CALC.EXE

Next Chapter - Chapter Layout
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Chapter 4 Layout
MS-DOS

Click on thetip and go directly to that tip.

Adding command line Parameters/ Expanded the use of the Find / Find out

Conventional and upper memory who is Connected to you

Copying your screen in MS-DOS/ Get Your IP Information / Just thefile

Display a Directory from the Command  listingin MS-DOS

Line

DOSHep/MSDOSdisplaysmore See moreinformation in MS-DOS/
TraceMe

Erasein MS-DOS/ M S-DOSwith Trouble shooting M S-DOS/ Using ping

guotation marks
What arein thecab files/ You can
search for afilein MS-DOS
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Chapter 4
MS-DOS

Expanded the use of the (*) wildcard
Y ou can use wildcards before and after text.

1. OpenaMS-DOS session and typein the following:

2. Dir *ab * and press enter.

3. Thiswill search the folder that you are in for files that have ab in their names.
Two fileswere found, atxt file and a cab file. Use the wildcards anyplace that
you want to find what you are looking for.

CoWWIHDOWS dir *ab=

Uolume in drive C is TR
Uolume Serial Humber 1s 1569-19%FE
Directory of C:WIHDOWS

RUNHELP CAB 6,375 04-04-00
OEWABLOG TXT 824 05-07-00
2 file(s) 7,149 by
0 dir(s) 1,901,830, 144 by
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MS-DOS

Find Out Who Is Connected to You

If you want to know who is connected to you when you are on the Internet:

1
2.

Open aM S-DOS session.

Typein Netstat and press enter. You will see alist of who is connected to
you. (If no oneis, there will be no oneinthelist.)

Y ou can place atimeinterval on Netstat.

For example, typein Netstat 10. this means every 10 seconds do this
command.

% MS-D0S Prompt

I Auto vI P

CoAWIHDOWS *netstat

Active Connections

Proto

Local Address

CoAWTHDOWS *netstat 10
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MS-DOS

See More Information in MS-Dos
Take a standard command like DIR and improveit.

1. OpenaMS-DOS session.

2. TypeinDIR and pressenter.

3. TypeinDIR /V and press enter. Note: If thereisalot of information
displayed just add /P next to the /V. Thiswill pause your screen.

4. Now you can see everything: File name, Size, Allocated, M odified,
Accessed and Attributes.

"4 H5-D05 Prompt

Uolume in drive G is TR

Uolume Serial Humber 1s 1569-19FE

Directory of C:\WIHDDWS

File Hame S1ze Allocated Modified fccessed Attrib
<DIR} D4-20-00 7:11p O&-20-00
<DIR} D4-20-00 7:11p O&-20-00

<DIR> 04-20-00
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MS-DOS

What are In the Cab Files

If you are looking for a specific file or just want to see what isin the cab files, you can
list them in atext file.

1. OpenaMS-DOS session and typein the following:

2. extract /d /awin_40.cab > \temp\cablist.txt.

3. win_40.cab, 40 isthe cab file number. Replace it with the cab file number that
you would like to see.

4. Thiswill extract alist into the directory \temp\ and give it afile name of
cablist.txt.

Note: To seealist of commands that you can use with extract, type in extract /?

Czhwrextract Sd Fa win®8_&40.cab > “tempicablist.txt
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MS-DOS

You Can Search for a File in MS-DOS

Y ou can have DOS search for files also.

1
2.

Open aM S-DOS session and type in the following:
Dir readme* .* /sand pressthe enter key.

The search will start from your C: drive and search each folder looking for
thisfile. It will continue until the last file and folder is searched.

Asyou can see it found some files with that name in different directories.

% MS-D0S Prompt

[ Auta - lEle

C:wWIHDOWS > dir readmex.* fs

Dolume in drive C i1s TR
Volume Serial Humber is 156%-19%FE

Directory of C:WWINHDOWS

REdDME

HTH L8  D4-D04-00
1 file(s)

Directory of CWWIHDOWSACOMMAMDAEBD

README

TRT 12,947 D4-D4-00
1 file(s) 12,947 by

Directory of CoWWINDOWSWStart Menu'P
README™1 LHE 483 05-13-00

1 file(s)
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Chapter 5 Layout
FineTuneWinMe

Click on thetip and go directly to that tip.

Add Speaker in the Tray / Bootup quicker

Automatic Re-dial / E-mail easy

Change Color Depth without restarting /
Change Icon Spacing On Y our Desktop

Change the size of 1cons on your Desktop /
Change the Color of Your Title Bar

Changethetypical role of your computer /
Change Y our Display Quickly

Changing where you save your documents/
Changing your refresh rate

Deleting Files without moving them to the
Recycle Bin / More help

Get disconnected frequently / How to speed up
your modem

Hardware Diagnostic Tool / Hold that printing

One Click Shut Down or Restart / Where Are
My Documents Going

Open foldersin the windows explorer / No
Need to Use Y our Mouse

Optimizing Removable Disk Drive
Performance/ Printing to afile

Programs start automatically / Resizing your
dialog box

Refresh Me / Quickmap view
Direct Cable Connection to another computer /
Adjusting your CD quick restart

Starting msconfig the quick way / Select your
monitor

Take apreview of your Animated cursors/
Turn off you CD-ROM

Viewing Available IRQ / Automatic dialing

What is TXT / Using your Charter maps
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Fine Tune WinMe

Change the Typical Role of Your computer

Increase the performance of your computer with this little setting.

1
2.
3

4.

Right mouse click on My computer and select Properties.

Click on the performance tab and then click on file system.

In the pull down menu select network server. This allocates more ram to
your system functions.

Click on ok and re-boot your computer.

Settingz

Tvpical role of this computer: IDEgkt.;.p compLber

M ebwork, zerver
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Fine Tune WinMe

Optimizing Removable Disk Drive Performance

Windows Me gives you the option to use write-behind caching to improve the
performance of removable disk drives such asthe lomega ZIP or JAZ drive.

1. Open System from Control Panel. Select the Performancetab. Select File
System and then select the Removable Disk tab.

2. Select the Enable write-behind caching on all removable disk drives check
box and click OK.

Note: If this causes a problem with disk operations, clear the Enable write-behind
caching on all removable disk drives check box.

File System Properties

Hard Disk | Floppy Disk | CD-ROM  Removable Disk | Trou

Windows uzes these zettings to optimize performanc
removable disk drives attached o vour computer.

Sethings
’V [ iI_E__naI:ule wiite-behind caching on all removable disk c
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Fine Tune WinMe

Viewing Available IRQs

1. Right Click on My Computer. Select Properties. Select the Device
Manager tab. Select Computer and click Properties.

2. Thiswill show which IRQs are currently in use.

3. Seealso Tools, Hardware Resources.

Computer Properties

Wiew Fesources I Fe

Hardwean
Syztem ki
Standarc
Pragrarmr
Carmrmur
Carmrmurn
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Chapter 6 Layout

I nter net Explorer
Click on thetip and go directly to that tip.

Backspace and Shift / Display the Address  Open, Reload, Close or Save a Page/

Bar history Down or Up

Change your home page quickly / Ask Print me now / Playing with Y our
me before you open Favorites

Display the context menu for alink / Some Internet related file types
Editing html

Go to anew location / Hide your shared Using your arrow keys to go back and
drives forward

Internet Explorer ison top / Reload and

stop

Just themain part of asite/ Just say no

to GO
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Internet Explorer

Change Your Home Page Quickly
Changing your home to another web site is one drag away.
. When you find awebsite that you want to be your home page:

1
2. Click once and hold down the ein the address bar and drop it on your home

icon. A message will appear asking if you want this to be your home page.
Now click on Yes.

4

whanld yau like ta zet vour home page to ' ahoal'?

Yes | Mo |
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Internet Explorer

Hide Your Shared Drives

Y ou can hide your shared drives from the Network.

After each shared name place a $ after the name.

Open the Windows Explorer. Right mouse click on your C: drive.

Select Sharing. In the Share name place a $ after the name.

Thiswill hide that shared resource. The only way someone can get to it now is
if they know the exact name and place a $ after the name.

PR

Note: They need to know your computer name and the name you gave your drive or

folder.
Type the name o
regourze, and YW

1+ Shared A Oper: I'\'\Dper22'\c2$1

Share Mame: |E2$

—
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Internet Explorer

Just the Main Part of a Site

Let the Windows Explorer do the work for you.

1. Openthelnternet explorer. Typein cnn and then hold down the Ctrl key
and press enter. The Internet Explorer will fill in the reset, prefix and suffix.

J Addreszs Chin J Address I@ hittp: /v, con, com
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Chapter 7 Layout
PFKs

Click on thetip and go directly to that tip.

Address bar Keys

Cut copy paste/ Close all your programs

Display the properties / Display the content
menu

Expand collapse that folder / Expand all,
collapse all

Jump to afolder or file/ Find it now

More Shortcut Keys In Windows

Need help just press F1 Key / Move up one

Outlook Express keyboard shortcuts
Placing your focus/ Open the System
Menu

Refresh your screen / Quick Accessto the
Address Bar / Renaming at any time.

Shortcut Keys for Windows and Internet
Explorer

Shortcut Keysin a Dialog Box

Windows and Internet Explorer / Shortcut
Keys
Windows Key shortcuts
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PFKs

Close All Applications Now
A quick way to close all of your applications:

1. Open three or four windows and click on the X in the right hand corner. This
will close the applications or folder.

2. Now open three or four folders.

3. Hold down the Alt key and pressthe F4 key. Now all the applications are
closed.

4. Anytime you need to close al of your windows, hold down the Alt key and
pressthe F4 key.
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PFKs

Cut, Copy, Paste, Undo

Y ou can cut, copy, paste or Undo in any application.

oA~ wWNE

~N

Open Notepad and type some text. Highlight the text.

Hold down the Ctrl key and pressthe letter C. This copiesthe texts.

Press the enter key acouple of times.

Now hold down the Ctrl key and pressthe letter V. This pastes the texts.
Highlight the text.

Hold down the Ctrl key and pressthe letter X. Thiswill cut the text. Then
you can paste the text where you want to.

If you want to Undo any of the actions just hold down the Ctrl key and press
the letter Z.
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PFKs

Expand All, Collapse All
The quick way to see al of your folder branchesisto use Alt + * key.

1. Note: Thiscommand expands all of your subfolders. Try this out on afolder
that only has a couple folders underneath it.

2. Open the Windows Explorer and click on the C: drive now and hold down
the Alt key while pressing the * key on the number pad.

3. All of your folders and sub folders will expand.

4. To collapse, hold down the Alt key and press the minus key.

EIl:I Frogram Files:

© 3] Easy EI{:I Program Files
P Nl - B Accessories
EH:I ¢ B Adaptec
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PFKs

Expand or Collapse that Folder
Instead of double clicking on the + sign you can use your arrow keys.
1. Click once on afolder that has folders undernezth it.

2. Presstheright arrow key and just that folder expands.
3. Now presstheleft arrow and that folder collapses.

fes

erTerm
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Chapter 8 Layout
Utilities
Click on thetip and go directly to that tip.

A forgotten utility / Change your calculator ~ System Configuration tool / More option in
into Scientific Calculator Scandisk

Godirectly to Device Manager / Viewing Using Dr Watson / Use sysedit
IRQs

Running Scandisk the long way Using System Information / Viewing your
Laptop Battery life
Some handy Tools/ Swap file Windows Registry Checker / What is

Windows doing behind that screen
System Summary / All components
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Utilities

IP configuration, Winipcfg

Winipcfg can be a great utility to use when you need more information about your
Network IP.

1. Click Start, Run. Typein winipcfg and click on ok.

2. All of your network settings are displayed if you are on a network.

3. Click on moreinfo tab and you will be able to see more information. This
can be used to troubleshoot your setting if you are having problems.

IP Configuration

— Ethernet Adapter Information
I Compag MNetFles:

Adapter Address 00-08-C7-40-
P Address 165.181.52
Subnet Mask 255, 255 25F
Diefault Gateway 165.181.53

Feleaze | F |

Fenew

il

Mare Infa >

Relzaze Al | Renew Al | kdar

Next Tip - Chapter Layout
Copyright © 2000 CSLearn.com All rights reserved.



Chapter 8
Utilities

Go Directly to Device Manager

The Device Manager is one of the most useful Windowstools. It lets you see all of the
devices attached to your computer, which resources they are using and more. Y ou can
access the Device Manager by double clicking on the System icon in Control Panel and
selecting the Device Manager tab. It is also accessible by right clickingon My
Computer, selecting Properties and selecting the Device Manager tab.

1. Right click the Start button. From the context menu select Explore.
2. Right click an empty space in the right hand pane and select New

Shortcut from the context menu.
3. Inthefield labeled Command Line type:

C:\WINDOWS\CONTROL .EXE Sysdm.cpl, System,1
4. Click Next. Type Device Manager for the name of this shortcut and press

Finish when you're done.

5. Therewill now be a shortcut directly to Device Manager placed

somewhere on your desktop for easy access.

&+ Yiew devices by ype

LN Comnmputer

-2 COROM

- Disk drives
@ Display adapters
-2 Floppy dizk cont
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Utilities

Viewing IRQs, 1/0, DMA and Memory Usage

1. Right Click on My Computer. Select Properties. Select the Device
Manager tab. Double Click on Computer.

2. Hereyou can see the IRQs, I/0, DMA and Memory usage of your hardware.

Computer Properties

Wiew Resources I Reserve Resources I

* Intenupt request [IRQE  © Direct memony access (D]
" Inputfoutput [1/0] " Memony

I Setting | Hardware using the setting

Sysztem timer

Standard 1071/ 02-K.ey ar Microgsaft N atural Keyboard
Programmable intermipt controller

Communications Port [COKM 2]

~- R aal}
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Utilities

What is Windows doing behind that screen
Y ou can see what Windows is doing when it starts up.
1. When you start your computer you see the Windows logo.
2. Pressthe Esc key and you can see what going on behind the screen.

3. You may not see any error, but thisis always a place to check.
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Windows Explorer
Click on thetip and go directly to that tip.

Adjusting your columns/ Change the Preview your Image files/ Right lasso has
default folder background achoice

Auto gect / Change your security setting Search within a Folder / Right mouse click
fast Copy Move Create

Changing the Sort order in Explorer / Make Seeall of your columns/ See some txt tips
Y our Columns Fit In the Windows
Explorer

Changing your File Associations/ Create Select Items you don’t want / Sending files
afolder fast to a Network drive with Send To

Full path in the Title bar or Address bar / Setting Default Explorer View / One click
Full screen with the Ctrl button away from application

Get to the bottom of your folders/ | want Two windows explorer sideby side/ Use

my windows explorer now your Shift key to open the Windows
Explorer

| want to see everything / Make your own  View Folders as Web Page

startup disk

Make your Send to cascade/ Move or copy Warning message/ What ismy File
files version
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Windows Explorer

Auto-Eject CD's

1. Right click onthe CD-ROM or DVD icon in Windows Explorer. Select Eject
from the context menu to gect the CD in the drive or if the driveis open click
on the gect option. Now the drive will close it.

Open
Explore
Find...
Command B
Syatem |nfarr

Sharing...
Add to Zip
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Windows Explorer

Change your security setting fast

Sometimes you may need to change your setting fast.

1. When your Internet Explorer is open double click on the World icon on the
bottom right corner. Thisis just a very quick way get your security settings

displayed.

| | D Intemst
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Windows Explorer

Changing your File Associations

If you want to change how afile opens when you double click on it, change the file
associations.

1. Right mouseclick on afile that you would like to open with another file
association.

2. Click on open with.

3. Scroll down the list and select the file association that you want thisfile to
use.

Note: If you click on the option to always use this program to open thisfile all of thefile
associations will open with that program now. To change it back right mouse click on the
file and select Open with and select the associations that you had before.

Click the program yo v
to zee evenything. doc'.

If the program iz nat in th

Chooze the program you

Image Preview
Imaging
ﬁ Internet Explarer
Microzoft WWord for
@ Matepad
%’ Pairt
o L

[ Always uze this prog
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Windows Explorer

Create a folder fast

Let your fingers create afolder.

1. Whenyou arein the Windows Explorer and need afolder created, Hold
down the Alt key and presstheletters FWF on your keyboard.

2. Youwill seethat anew folder is highlighted and waiting for you to name this
folder.

WMPYIS.DLL
D Mew Folder
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Windows Explorer

Two Windows Explorers side by side

Sometimes you will need multiple explorers. Having them side by side will give you a
better view.

1. Open two Windows Explorers. No other windows should be open.
2. Right mouse click on the taskbar and select Cascade. Now you have two
Windows Explorers side by side.

Cascade Windows
Tile *Windows Harizontally
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Windows Explorer

Use your Shift key to open the Windows Explorer

When you need to use the Windows Explorer you can hold down the Shift key and
double click on afile or icon. The Windows Explorer will open up with that folder

highlighted.

1. Onthe Desktop hold down the Shift key and double click the My

Computer icon.
2. The Windows explorer opens with the folder My Computer highlighted.

J Address I@, by Comput
| Links €] Best of the '

Falders
:ﬂ Desktop
@ My Dacuments
E@, Fy Computer
-{=2] Control Panel
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Chapter 10 L ayout
Media Player

Click on thetip and go directly to that tip.

Change your archive setting / Controlling Upgrade me Automatically / Using your
your media player player tools

Coping quality to my Portable Device/ What formats can the Media Player play /

Setting your Video Performance Visualization collections
Side bar options/ Skin me What quality would you like / Widows
Media Player Help

Supported Devices/ Tweak your settings
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Media Player

Supported Devices

There are and will be many available formats for the New Windows Media Player.

1. You need to be connected to the I nternet to see all the Devices.
2. Click once on Tools, Options. Click on the tab Portable Devices.
3. Click on the Update button. Y ou will be taken to the WindowsM edia.com

Portable Device page. There will be alist of players available and soon to be
available.

Note: Search for Reviews on all the Devices that are coming out.

- Currently Supparted Devices

To find out more about currently zupported portable devices, click
detailz button.
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Media Player

Tweak your settings

There are more options when you select a certain setting.

1. Click on View. Thenin the middle section select from: SRS WOW Effects,
Graphic Equalizer and Video Settings.

2. Each of these settings can be tweaked more when they are displayed.

&) & cES oWy Effects

(Lo

I.I I.I I.I I.I I.I |.| |_| |_| |_| |_| # Default

) Craphic Equalizer

@ —== @—1
Erightness Conkrask W Fes
P @ ===
Hue Saturatian

Y Wideo Settings
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Media Player

Upgrade me Automatically
Keeps your Media player up to date.

1. Click onceon Tools, Optionsin the Player Tab.

2. Click on Once a day, once a Week or once a month. (You need to be
connected to the Internet for the update to work.)

3. The Enable automatic codec download option. Go to Windowsmedia.com
home page for an in-depth description of this.

Flayer | I etwwark, I CD Audio I Portable De

II' ’ |1z thiz tab to cuztomize plaver upgrade and plaver setti

Auto upgrade
Check for pgrade:

£ fnce a da * Onceawesk  Once amonth

¥ Enable automatic codec download
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Media Player

Using your playing tools
Y ou can customize your Playing tools to show all settings or pick your own.

1. Click once on View. Place your mouse on Now Playing Tools.

2. The options with acheck mark on them are settings that are currently chosen.

3. Clicking on an option places a check mark on (off) depending on whether or
not you want to use this option.

4. You can also use the select Next Option. Thisis displayed astwo arrows.
Clicking on them selects the next option.

MNaow Plaving Tools v Show Playlist
Task Bar ¥« Show Titles
L v Show Visualizations
Wizualizationsz r
i v Show Egualizer and
File Markers " e SRSWOWEffec
Slaistics Graphic Equalizer
Full Screen Lft+ERter Wideo Settings
EBefresh edia Informatior
ZOan 3 LCaptionz

v Show Besize Barz

M et zetting
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Chapter 11 L ayout
Outlook
Click on thetip and go directly to that tip.

Change your Default font / Change Mail subfolder / Send your mail later
sound mail

Change your option on how your layoutis ~ Sending Mail from Internet Explorer /
viewed / Compact and back up mail folders Setting priority to your mail messages

Create and use custom views/ Drag and Take control over what you see/ Use more
Drop your attachments then one account

Get your mail and read it offline/ Send as
HTML
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Outlook

Change your Default and Compose Fonts
Y ou can set your font for reading and composing to anything that you want.

1. Click on Tools, Options and then click on the read tab.

2. Then click on Fonts. Select the font.

3. Now, if you want to change the compose font when you send regular mail or
new group mail click on the compose tab in the Option menu.

4. You can change both mail and news.

Fontz
Click here to change the fontz and defaulk ¢
uzed when reading meszages
Fonts...
Compose Font
% Mail | 9 pt. Arial
MHews: I 9 pt. Arial Faont Sett
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Outlook

Change your mail sound
When new mail arrives you can easily change this sound to something that you like.

1. Click onthe Start Button.

2. Select Setting, Control Panel and double click on Sounds.
3. Click once on New Mail Notification sound.

4. Now you can pick from the list below or create your own.

Sounds | audo | woie

Sound Events

kenu popup
Mirirmize
Cf- Mew Mail Motification
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Outlook

Sending Mail from Internet Explorer
Your mail is one click away when you're browsing the Internet.

1. Openthelnternet Explorer.

2. Inthetool bar click on the mail icon.

3. You have 5 optionsto pick from: Read mail, New M essage, Send a Link,
Send Page, Read News.

4. If you send a page to someone you send the page exactly the way you seeit.
They are ableto view the page in its entirety offline.

IEME )=
" Read Mail
Mew Meszage. .
Send aLink...
Send Page...

FRead Hews
Flamr: o u Tl laP=14=1 aTu I T
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Outlook

Setting priority to your mail messages

Send a message high priority when you need someone to read it A.S.A.P. or select low or
normal priority.

1. Open aNew Message. Click once on the Priority button on the toolbar.
2. Now you can select your Priority. If you send a message with High Priority
an exclamation point will appear in the recipients boxes (If they are using
Outlook).
! |
Pricrity
High Priciity

Sigr
v Hormal Pricrity
Low Pricrity
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Chapter Description
Getting Started

Getting Started

This chapter isfor you if you just purchased a new computer or are upgrading. If you
worked with Windows 95b or Windows 98 first and second additions, you will feel right
at home. Microsoft has added some great new features and moved some features around.
Some tips may seem easy. We take that tip and raise it to the next level. All of thetips
give you a starting point and then you can customize the tip and your system the way you
want to. When you are moving around Windows Me, you will notice the focusis on the
Internet, Home Networking, Media and Help within Windows Me and from the Internet.
With each Chapter we want you to say to yourself,”l didn't know you could do that."
There are hundreds and hundreds of Tips, Shortcuts and Secrets for the beginner, the
intermediate and the advanced. So let's get started...

Chapter Layout
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Control Panel

Control Panel

Y ou may change the appearance and functionality of your computer from the Control
Panel. All of the icons represent options for configuring your computer. With these tips
you will be able to customize your system the way you always wanted to.

Windows Me starts off by giving you the most commonly used Control Panel item. When
you don’t see an item that you want, click View all Control Panel options. To open one
of the advanced items, double click itsicon. When you place your mouse over any of the
items a short description will be displayed. When you need more help click Start and
then Help, then type in the item name.
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Desktop

Desktop

The desktop has a new look and feel from al its predecessors. Windows Me presents you
with easy accessto all your needs right from the Desktop. We believe that Windows Me
finally takes us to the next level of computing. Similarly, we aso want to make Windows
Me a great experience for you by giving you the best Tips, Secrets and Shortcuts
available in one book.

When you first start Windows Me you will need to click some things once, and some
twice. After you start learning more of Windows Me, our tips will show you how you can
control Windows Me and make Windows Me your own.

On the desktop you can create shortcuts to your frequently used programs, documents,
folders and even printers. The desktop can also be the home of active content; such asa
stock ticker, news channel or whatever you want.

When you first start Windows Me, the default items on the desktop contain the following
features:

Taskbar:

With our Secrets, Tips and Shortcuts you will be able to quickly start a program, find a
file, get Help or shut down your computer the fastest way possible.

My Documents:
My Documents is your storage location for documents, graphics and other files, including
saved Web pages. A new item added to the My Documents folders is the My Pictures

folder which you can use to store downloaded pictures from your digital camera or
scanner.

My Computer:

Access your hard disk, floppy disk, CD-ROM / DVD drive and mapped network drives.
In My Computer you can also access the Control Panel and with one click get to your
System Properties.

My Network Place:

Windows Me has taken the hard part out of Networking and put it in one place. Y ou will

be able to create your own network in a couple of steps guided by awizard. There are
several Help topics on how to network your computers.
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RecycleBin:
Thisicon just might be your savior. The Recycle Bin storesfiles, folders, graphics and
Web pages that you have deleted. These items remain in the Recycle Bin until you empty
it. If you want to retrieve an item that you have deleted, just go into the Recycle Bin and
restore your file.

Internet Explorer
Some improvements to the Internet Explorer will enhance your Web experience. Logon
to an ISP and you' re on your way to the World. We have put together a group of tips that
will have you browsing the Internet like none other.
Connect to the Internet

Connecting to the Internet could not be easier. At the click of a mouse button the wizard
will take you step by step to connect you to the Internet quickly and easily.

Setup M SN Internet Access

Another Internet Wizard setup which guides you to connect to MSN (The Microsoft
Network).

Online Services

Four different services for you to try out and see which one you like. Just click on the
services that you would like to use and try out their FREE offer.

Windows Media Player

Now you can play and copy music CDs, create and organize play lists and find and play
streaming media from the Web or a portable music device. Windows Me is taking media
playing to the next level for our enjoyment.

Outlook

Use Outlook to communicate with your family and friends and interact with Internet
nNewsgroups.
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MS-DOS

Yes, MS-DOS is till alive and all of your old MS-DOS stuff should work fine.

Y ou will notice afaster bootup time and shutdown. The one thing that is missing is boot
into DOS mode. Y ou will need a bootup disk (floppy) for this. All of your games should
work fine. In the MS-DOS chapter you will learn the Best of the Best MS-DOS Tips,
Secrets and Shortcuts. Believe it or not there are still some things that MS-DOS can do
quite well.
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FineTuneWinMe

This chapter was put together so that you can keep Windows Me running at peak
performance. When you start to learn more about Windows Me you will appreciate all of

these Fine Tuning Tips. Windows Me gives you some new tools to use and we show you
how to take full advantage of them.
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|nternet Explorer

The Internet isabig part of our lives now and Windows Me is providing us with the tools
to take usto anew level of exploring. The new release of Internet Explorer has some very
nice improvements and we show you how to take the Internet Explorer and make it your
own. With all of our Tips, Secrets and Shortcuts we make the Internet Explorer easy to
use and have you browsing like a pro.
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PFKs

Our goal hereisto make working with Windows Me and all of its functions an easier by
using al of Windows Me PFK s and Shortcut keys. Y ou will be amazed what you can do
from the keyboard. We show you the tips that will shorten the time it takes to perform
something in Windows Me. Once you become familiar with these tips your fingers will
never leave the keyboard again.
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Utilities
Windows Me has put together some great utilities that you can perform on your system to
make Windows Merun at its peak. Windows Me added some new utilities to better

enhance and troubleshoot your system. We will show you how to use these Utilitiesto
their fullest extent.
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Media Player

In this chapter you will learn about the New Media Player and see how to use al of the
functions. The Media Player has seven featuresin asingle application: CD player, audio
and video player, media jukebox, media guide, Internet radio, portable device music file
transfer, and an audio CD burner. Microsoft has aweb site dedicated to the Media Player
www.windowsmedia.com. Now you can go to one place and enjoy al your media.
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Windows Explorer

The Windows Explorer is very powerful. It can show you your entire system and network
in one window; through it you are able to browse the Web, move, copy and paste. You
will be able to get instant access to your files or foldersin one click of the mouse. The
Tips, Secrets and Shortcuts we provided for the Windows Explorer take computing to a
new level. Get ready to practically never leave the Windows Explorer.
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Outlook

In this chapter you will learn how to use Outlook to its fullest. Learn how to read your
mail offline, customize you fonts, and take control of what you see and more. If you are
looking for PFK s tips for Outlook they are in the PFK's Chapter. Make sure you take a
look at these tips.

Chapter Layout
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How to use this PDF book

Chapter layout isdesigned for you to quickly link to a chapter. Anytime you place your
mouse over alink the pointer (hand) turns into a pointed finger. Then click on the chapter
you would like to go to, now that chapter’s layout will be displayed. Place your mouse on
any of the tips and go directly to that tip. The chapter layout has all of the Tipsin that
chapter. After you read atip at the bottom of the page there are two links: Next Tip and
Chapter Layout. You can click on the Next Tip and to go right to the next tip in that
chapter or go back to that Chapter Layout and pick another tip. CSlearn wants you to
have quick access to atip with one click. When you are reading atip just follow the
instruction. At the end of thetip you will see a picture or pictures of what you should see
during or after thetip is performed. Try thetip and read it again. Y ou will start to
understand the layout of this book by reading and doing. Our main goal after every
chapter isfor you to say to yourself, "I didn't know you could do that." Then our job
will be completed. Enjoy and get ready to take Windows Me to the next level.
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