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Vista/ /Word/Excel/PPT/Outlook/IE
User Interface – what’s new with Vista, Areoglass
9am – Vista Taskbar
a) (Windows button)  Windows Menu
b) Start Search “PO” for example
c) Use Search for old RUN command
d) Right Click Taskbar – Properties – Turn off Grouping and Thumbnails
e) Search type Welcome
f) Note that Classic Menu does not have Search
9:10 - Sidebars
a) Add Gadgets
b) Wrench – add/remove/properties
9:15 Desktop – Personalize
1) Desktop Personalize – Window Colour and Appearance
2) Desktop – use back
3) Documents not My Documents
4) Power Techniques  (Sleep Mode/Video Card) 
5) How can I add the desktop icons back to the Windows Vista desktop?
a) Someone in the Windows XP/2003/Vista design team has decided that desktop icons are bad for you. I don't know what this assumption is based upon, but one of the first things I do whenever I put my hands on a computer, any computer, is to add the missing icons. Too many easy shortcuts are missed because of the removed desktop icons, and I'm just too hooked on them to live without them.
b) Right-click an empty spot on your desktop, select Personalize.
c) In the Personalization window, in the top left-hand corner, click on "Change desktop icons". Note, you can also get to this window directly from the Control Panel.
d) In the Desktop Icon Settings window, click to select all the empty checkboxes for the desktop icons. Click Ok.
6) To keep Windows Explorer from opening itself in a small window, first maximize the explorer window, then just hold down the Shift key when you click on the exit (x) tab. Next time you open Windows Explorer it will open full screen
7) Changing the Shutdown button
a) Open the screen saver settings, then click on the change power settings link (or go to "Control Panel"->"Power Options")
b) Click "Change plan settings" for your currently selected plan.
c) Click "Change advanced power settings".
d) Expand "Power buttons and lid", then "Start menu power button". Choose what you want it to do

Keyboard Shortcuts:
1. Flag + T toggles through TaskBar buttons
2. Flag + Space – shows Sidebar
3. Flag+ 1,2,3 opens Quick Launch shortcuts
4. ALT key in Windows Explorer shows MENU!  Otherwise use Organize/Layout/Menu
5. CTRL+Windows logo key [image: Picture of the Windows logo key]+TAB. You can then press TAB to cycle through the windows
6. Aero you have to use Quick Launch and Switch between windows
7. Flag + TAB does windows AEROGLASS
8. 
Memory Boost 
1. Insert a USB thumb drive (512KB+) and tell Vista to improve speed

9:21 - Roll over ToolTip window
1) Start/AllProg/Windows Photo Gallery
2) Rollover Taskbar – Thumbnail – turn off for speed
3) Switch between Windows Icons – ALT+TAB
4) Icon / Tab to Scroll/Hit Enter
5) Task Bar arrange Windows
9:20 – Windows Explorer
1) Start/Search – type Explorer vs Flag+E
2) Notice “ORGANIZE”  and no Menu
3) Layout – choose what suits you
4) Organize – File and Search Options/View/Show Menu’s and Icons.
5) Properties or Remove Properties
6) Flag+E - System Properties
7) Public Folder
8) Notice half diamonds (used to be + sign)
9) Size all columns to fit
9:30 – Tags
1. View tags at bottom of screen
2. Tags will not show in LIST view, switch to details, but can sort
3. Be careful of viewing the details pane as in Medium, not Small
4. Right click to add Categories
5. Hit ENTER twice to enter Tag or Category
6. Search via “TAGS”


9:45 – Documents
1. Search top right, remember to tell either Documents or Hard Drive
2. Save Search – Favorites on left column/Shrink FOLDERS
3. Properties/Details to change Author’s name (Summary in XP)
4. Details remember to have Medium or Large showing
9:50 – Control Panel
1. Classic View
2. See Handout
3. Can be in more than one topic heading
10 am – Tile Windows
Internet Explorer
1. Tab Viewing
2. Shrink to fit to PRINT
3. 
Networking
1. Drive Mapping 
2. Shift Right Click to map a drive. "T:\Reference 2003-2007.doc"
3. Vista and XP issues
10:53 - Outlook
1. To Do bar – create appointments
2. Navigation Pane – can open individually
3. Options Tab – Read Receipt
4. Preview Attachment – click once on it
5. Right click on button to change colour or flag
6. Right click on someone’s name to see time table
7. Activities/Inster tab to put Picture
8. Right click on Flag now over in lower right task to complete task
Color Category roaming  - Color Categories are now saved in your default data file, instead of in the Windows registry.  If you use a Microsoft Exchange account, your categories are now available on all of the computers that you work on.
Attachment previewing   Using the new Attachment Previewer, you can view your attachments from within the Reading Pane by making only a single click. This improvement saves you time and allows you to view attachments in context with the e-mail message
Minimized Navigation Pane can now be minimized into a vertical button bar,
Yomi names  - Office Outlook 2007 supports Japanese Yomi names in Contacts
Flagging mail for follow-up   Flags are now more useful throughout Outlook. You can use a flag to quickly create a follow-up item that can be tracked in the To-Do Bar, in your Inbox, and even in Calendar.
Improved scheduling capabilities   Improved scheduling capabilities in Office Outlook 2007 and Exchange Server 2007 help you to schedule meetings easily and in less time. When you use Exchange Server 2007, attendee schedules are reviewed, and an ideal meeting time and location is recommended
Calendar
1. Month Tab – low medium high
2. Right Click 14th for new appointment Notice appt in RH side in TO DO bar
3. Double Click on APPT
Set to private (lock) beside recurrence
Back to Inbox, notice lock
Back in Calendar - Right Click to Notice Private icon is highlighted
4. Calendar/Nav Pane shared indicator in Navigation Pane is a hand
5. Right click to change Share, Publish to website
6. Send Calendar via email
7. Create a Table format in email
8. Right Click on name to see Calendar

11:15  Word
1. Ribbons
2. Zoom/Views – CNTL + Mouse
3. Customize Ribbon – Print Preview
4. File/Office Button – Properties
5. Show ruler on top right or Office/Properties/Display
6. Ghost Toolbar
7. Fonts are live time
8. Paragraph Styles – only in formattating
9. Styles but bottom right option arrow
10. Picture Tools
11. Smart  Art (Insert/Smart Art)
12. List Relationships
13. Themes
14. Track Changes under Review/Reviewing Pane CNTL SHIFT E
15. Right click to Accept or Reject Change
16. http://www.microsoft.com/downloads/details.aspx?FamilyId=4D951911-3E7E-4AE6-B059-A2E79ED87041&displaylang=en t o save as PDF
17. File/Publish to blog
18. File/PrePare/Inspect
1:42 Excel
1. What’s new – see handout
2. Conditional formatting
3. Switch between sheets – CNTL + PGDN
4. Formula’s autoprompt
5. Binary File Format – File/Save As
6. Remove Duplicates – Data/DataTools/Remove Dup
7. Home/Cells/Format – overall options
8. Copy/Paste Special/Transpose
9. 
Tom’s VISTA Troubleshooting Notes
Networking not showing:  Network Map feature is great but are some of your Non-Vista PC's not placed on the map? Then you need the following download from Microsoft. It enables Windows XP users to be seen on a Network Map on Windows Vista.  Load on XP Machine! http://www.microsoft.com/downloads/details.aspx?FamilyID=4f01a31d-ee46-481e-ba11-37f485fa34ea&DisplayLang=en

Not enough server storage is available to process this command.” error.
1. Click Start, and then click Run. 
2. Type regedit, and then click OK. 
3. Navigate to the following registry key:
4. HKEY_LOCAL_MACHINE\System\CurrentControlSet\Services
5. \LanmanServer\Parameters 
6. In the right pane, double-click the IRPStackSize value
7. Change the Base to decimal. 
8. Turn off UAC  - 
a) Method  #1 - MSCONFIG Tools/Disable UAC Launch
b) Method #2 REGEDIT HKEY_LOCAL_MACHINE\Software\Microsoft\Windows\CurrentVersion\Policies\System
EnableLUA and give it a value of 0.
9. Method  #3 Group Policy Start > Run > gpedit.msc
Computer Configuration > Windows Settings > Security Settings > Local Policies > Security Options
In the right pane scroll to find the User Access Control policies
MSIE on Desktop
3. Type in regedit and press Enter
4. Navigate to the following registry key: HKEY_CURRENT_USER\Software\Microsoft\Windows\CurrentVersion\Explorer\...
...\HideDesktopIcons\NewStartPanel
5. Create a new DWORD 32-bit by right clicking in the key area
6. Copy this as the key name including the brackets: {871C5380-42A0-1069-A2EA-08002B30309D}
7. Close regedit
8. Right click on the Desktop and click the Refresh menu entry --- Internet Explorer should now appear.
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