PC: Helpful Information

PC Hardware

Dell All-in-One PCs have the
following hardware ports:

e Headphone Port
o Port
e 2 USB Ports
— o Card Reader

<« e CD Drive

e Power Button
On the back of the computer you
will find:

e 6 USB Ports
e Ethernet port

e Speaker/Microphone jack L
e HDMI

_’

Right

Left
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PC. Power Options

| cetting sarec Log off, Shutdown, Restart
! Connect to a Projector To get to these options click the Start menu icon. The
Sty Notes MUSTECH options are on the right-hand side of the Start Menu.
Documents Log off will be the default option. To see more options
C% >nipping Too! _— click the arrow next to the Log Off button.
M Box Sync _ Lock
— Music > Lock your computer if you are going to be stepping away
0 Mozla Firefex s for even just 5 minutes. Locking will prevent anyone

from accessing your information, but will keep any
SImEL e programs you had open running.

Devices and Printers Log Off

» You should log off anytime you are going to be away

~F 'ro i
Default Prograr Suvitch user

from your computer for more than a brief break. Make

Help and Suppq sure to save any documents before logging off.

P AllPrograms Restart
Sleck » If your computer is running slow, or you are having
| Search programs and files

problems with programs try restarting your computer.
Shutdown

i

- » We do not recommend shutting down your computer.
Start Menu

This will prevent the computer from getting any updates.
Please leave your computer turned on.
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PC: Control Panel

BN EeR =X™)

@Dvl@ ¥ Control Panel »

Adjust your computer’s settings

il  System and Security
y Review your computer's status
Back up your computer

Find and fix problems

_ Network and Internet
&H View network status and tasks
~&2, Choose homegroup and sharing options

, / Hardware and Sound
___ View devices and printers
Add a device
Connect to a projector
Adjust commoenly used mobility settings

i Programs
h‘ I Uninstall a program
. Get programs

- | +3 | | |Sear\:b Control Panel

View by:  Category =

User Accounts
@' Change account type

Appearance and Personalization
n Change the theme

Change desktop background

Adjust screen resclution

Clock, Language, and Region
¢ |5 Change keyboards or other input methods
Change display language

# W Ease of Access
u Let Windows suggest settings

Optimize visual display

—

Control Panel
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Control Panel

The control panel allows

users to view and use basic
system settings. From the
Control Panel you can:
» Check Devices and
Printers
» Change Sound
Preferences
» Check what programs
are installed
» Change desktop
background
> Adjust screen
resolution




PC: Control Panel - Sound

(E=% O =)

@Ovle_ﬁ » Control Panel » Hardware and Sound »

Control Panel Home

System and Security

Network and Internet
® Hardware and Sound

Pragrams

User Accounts

Appearance and
Personalization

Clock, Language, and Region

Ease of Access

./ Devices and Printers

i%l_gﬂ Add a device | Add aprinter | Mouse

AutoPlay

Change default settings for media or devices

Powe
Change|
Require

Cenfigure your audie devices or

P
@ ﬁﬁ‘\ﬂste
@

computer.

Change system sounds

change the sound scheme for your

- | +3 | | Search Control Panel

'@'Device Manager
Play CDs or other media autematically
Manage audie devices

ower buttons do

Change when the computer sleeps | Choose a power plan

! Display
? Make text and other items larger or smaller

Connect to an external display

g—i . Windows Mobility Center

Adjust commenly used mobility settings

Adjust screen resolution | Cennect to a projector

2l

Control Panel - Sound

From the Control Panel click >

Hardware and Sound

» Click Sound to open a new
menu

Adjust settings before giving a presentation

‘.:‘? Sound

=]

Playback |R.ecording | Sounds I Communimh’ons| <

Select a playback device below to modify its settings:

Speakers

Default Device

.

Control Panel

High Definition Audio Device

Configure

Set Default |v Properties

CK

” Cancel ] Apply

Sound Menu

From this new menu you can
choose your speakers, microphone
and communication device
(phone)
> Right-click on a device to set
it as default. This status is
indicated by the green &<
check mark.
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PC: Control Panel — Devices & Printers

(=& =]
@bv|@ » Control Panel » Hardware and Sound » Devices and Printers - | 5 | | Search Devices and Printers 0 |
Add a device Add a printer = - @

4 Devices (5)

BN -

BL- MUS 913530V Generic Non-PnP Logitech®

Monitor o i DataTraveler 2.0
Unifying Receiver

4 Printers and Faxes (4)

HP AJO_M3TL Mlcrosoft XPs HP Laserlet
Document Writer Professional P
1102w

/ 9 items
<

== !')I

Devices and Printers

4 Printers and Faxes (4)

Control Panel — Devices and
Printers

From the Start Menu click > Devices and
Printers (located just beneath Control
Panel)

» See what devices are connected to
your computer (i.e. flash drive)

> See what printers are currently
connected to your computer (USB
or Network)

o @ signifies default printer
o To change default printer,
right-click on the printer you

See what's printing
HP‘ AIO_M3T71#1 Mlcrosoft XPS HP Las -
Docurnent Writer | Professi Set as default printer % <
1102 Printing preferences

Printer properties

. Create shortcut
HP LaserJet Professional P 1102w

Printer right-click menu

Model: HP Laser
Category: Printer Troubleshoot

Status: 0 docum

Remove device

Properties

November 2014

want as default and select

Set as default printer
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PC: Devices and Printers Cont.

@ HP Laserlet Professional P 1102w Properties @

General |Shanng | Ports | Advanced | Color Management I Semmyl Device Settings | About |

- HP LaserJet Professional P 1102w

Location:

Comment:

Model: HP Laser)et Professional P 1102w
Features
Celor: No Paper available:
Deuble-sided: Yes Letter -
Staple: No
Speed: 18 ppm

Maxirnum resolution: Unknown -

Preferences... ” Print Test Page ]

Gnea ] [ o] [

Printer Properties

Q;q HP Laserlet Professional P 1102w Printing Preferences @

Paper/Quality | Effects | Finishing | Services

Frint T ask. Quick Sets
Diefaults - Fieplace
Paper Dptions
Size s —
[ Letter '] [ Custarn... H:
[ Use Different Paper/Cavers
Saource is |]|:
IAutU Select hd l
i 8.5 by 11 inches
Type iz
[ Plain Paper - ]
Frint Cuality
[FastRies 600 -
7] EconotMode
[May Save Print Cartridges)
()]

Gt ] [ v | [

Printer Preferences

Devices and Printers

To get to both Printer Properties and
Printer Preferences right-click on the
printer you wish to view and select the
option from the menu.

Printer Properties
Under Printer Properties you can:

\%

Print a Test Page

\%

Check printer name

Check model

Check Drive and spooler settings
(Advanced tab)

Y V

Printer Preferences

You can also get to the printer preferences
page from the Printer Properties general tab.

» Change print settings
» Save Quick Sets to quickly change print
settings

Some of these features may be limited on
network printers
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PC: Adding a Network Printer

= | B x4
P
uO | » Newwork » faustmusicindlana.edu b - 4y odu S
| Organize ~ Search active directory MNelwork and Sharing Cenler View remote prinlers |} 0 ‘

| h Downloads

& OneDrive
L Tutonals for Faculty_Staff

<y Recent Places

i Libraries
. Documents
4. Music
=, Pictures
B videos

s Computer
o software$ (\musicl) (A)
~§ o5 L
= DATAPARTI (D)
== KINGSTON (F:)
= MITS on Faust (G
¢ music (\faust music.india

F software$ (\\faust.musicir
 DeploymentShare$ (bl
= jinaab on Faust (73

| Network

I 43 items

List of network printers

y Admissions_AID

y‘ Development_HP

’," MAC436_Plotter

y MusicLibrary_Admin_HP
y MusicLibrary_TechServices_HP

y" Ballet AIO

;
y Band_HP

;
? Deans_AIO
yj Facilities_AID
w LAMC_MAB012_HP
,,‘ Mailroom_AID

Music

y" MusicLibrary_Circ_HP

y MusicLibrary_TechSenices_Label

y’ Ballet_HP
f Business_AlO

gj Deans_HP
y Grad_AID

y" LAMC_MUL17_HP
‘f MITS_M371_AID
’J” MusicEducation_HP

y MusicLibrary_Ref HP
y Musicalogy_M252_HP

Adding a Network Printer

To add a network printer:

» Click Start
> In the search box type:
o \\faust.music.indiana.edu
» Hit Enter
> A list of printers should appear

» Double click on the printer you
want to install
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Keyboard Shortcuts

Using Keyboard Shortcuts Using Keyboard Shortcuts
These keyboard shortcuts can come in handy Highlighting
when working on your PC: > Shift + Left Arrow: Highlight one character
Windows system key combinations o Fhe left o
» Shift + Right Arror: Highlight one character
> F1: Help .
to the right

Ctrl + ESC: Open Start menu

ALT + TAB: Switch between open programs
ALT + F4: Quit program

SHIFT + DELETE: Delete item permanently
Windows Logo + L: Lock the computer
(without using CTRL+ALT+DELETE)

Windows program key combinations
» Ctrl + C: Copy

» Ctrl + Shift + Left Arrow: Highlight the
word to the left

» Ctrl + Shift + Right Arrow: Highlighting the
word to the right

> Shift + Up Arrow: Highlight text from
cursor one line up

> Shift + Down Arrow: Highlight text from
cursor one line down

Y V. V V V

> Ctrl + X: Cut > Ctrl + Shift + Up Arrow: Highlight to the
> Ctrl + V: Paste beginni
eginning of current paragraph
» Ctrl + Z: Undo > Ctrl + A: Highlight Al
» Ctrl + B: Bold
» Ctrl + U: Underline
» Ctrl + I Italic
> Ctrl + A: Select All
. |

Indiana University Jacobs School of Music — Music IT Services
November 2014



