IT Workshop 2015




Overview

* Formatting

« Email

* Printer

* Browser

« Boardroom

« Dropbox

« Computer speed




Formatting - General rules

» Spacing
« Justified
* Bullets/numbering

« Numbering within sentences
- Tables
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Justlfled Ctrl+A then follow the steps
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Singapore company registration

For over a decade, Healy Consultants has been efficiently and effectively assisting our
Clients with 1) business registration ii) business license registration iii) Singapore business
banking solutions iv) visa options and staff recruitment strategies and v) workspace rental
solutions.

Advantages of Singapore company registration



Bullets and numbering
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Bullets and numbering

If yellow numbering is not in your list
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Numbering within sentences

Within a sentence, you must always yellow the i) ii)--
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Formatting - Invoices - Header spacing

Spacing must be 6 on top, 18 on the bottom




Formatting - Invoices - Header spacing

Spacing must be 6 on top, 18 on the bottom

— —

To resolve: just copy paste!

| have put a template for you in the index of important links
under Internal Staff Pages (#17)




Email

« Setting up auto replies * How to create macros?

« Setting up auto forwarding  + Email groups

 Checking junk email « Mark as junk

 Read receipts * Block sender

« Recalling emails « Accidental folder deletion
« Creating new signatures « Email rules

- Editing your email signature -« Favourites folders

* |s this email spam/virus? * New quick links




Auto replies and auto forwards

Complete guide to this has been is already on the index of
important links

Internal staff pages (#11)

http://www.heaI)Z/consultants.com/ hcwp/wp-
content/uploads/2015/02/Auto-Reply-and-Auto-Forward.pdf

* Please remember that time limits can only be set for auto
replies, not auto forwards!



http://www.healyconsultants.com/hcwp/wp-content/uploads/2015/02/Auto-Reply-and-Auto-Forward.pdf

Checking junk email

Please check this folder at least once a week. If emails from a
particular Client keep showing up there, right click on the
email---

Sam

Increase Trafic on Your Website + Move to Clutter Thu 05-Mov
Hi We are an Online marketing firm based India anc s Veb Design and Web
¢ lgnore
~ror

Sarah &5 Junk ¥ & Block Sendgr I,
Re: Hi % Delet en
Greetings!! | was wondering if you got a chance to | ZEIELE Never Block Sender .

. w Block Sender's Domain (@example.com) r
Charlie Tan sub
Re: Please press me! - Healy Consultants Pte Ltd Never Elock tre oroap or Iqaimng List
Hi Pei, I'm checking to see if you can point me to the right sales and marketing

‘ ! ! I J . Mot Junk

Rubyia sahni @ Junk E-rnail Options...
Get your website 1st page on google.! I U= oy

Hello, Greetings of the Day! I'm Business Development Manager, We are provided complete 3EQ Services




How do | know if my client read/received
my email?

You will not knows unless you specifically request a
read/delivery receipt

H
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How do | recall the email | sent?

El .
Recall This Message

Some recipients may hawve already read this message.

. A Renly |lr b rr i
& Nep Task creator
I x @ ! E‘- ¥ ~ | Message recall can delete or replace copies of this message in recipient | .
-2 Reply All IT Team < | Inboxes, if they have not yet regd this message.
i} ‘ ¥ i g
& -Delete = " ER. oo y Step 3
. -3 Forward =+ 'o Manager e you sure you want to
Delete Respond Quick Steps A 'ZEZ' Delete unread copies of this message 5
== kon 09-MNov-15 11:20 AM 'Z::Z' Delete unread copies and replace with a new message

Tell me if recall succeeds or fails for each recipient

f @)  Step 4 |

Message Resend and Recall

Fesend this e-mail message or atternpt to recall it from recipients.
Resend or

Recall -

WARNING - it does not always work & if the person has already
read your email, it can no longer be recalled




How do | create a new email signature

Step 1: please write out the email signature,
select all (Ctrl4+A) and then copy (Ctrl+C)
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Format Text
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Delete Mames Include Mew Group -
Mew ltem (Ctrl+MN) 5
Create a new item.
A
Inbaox 1 y

= = O

Q' Tell me what you want to do...

& 0 =iz

Check  Attach Attach Signature Message
Mames  Filew Item~ > Options
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Country Address Update
Invoice Signature
IT Task Allocation
Jessie Cluora Bleg
Petar Blog Review
)
Venkat Blog

Wei Xian Spam Block

ou would like to
. Signatures...
wr disposal for C___D




How do | create a new email signature

Signatures and Stz

E-mail Signature | Personal Stationery

Select signature to edit Choose def:
Akangsha's Signature A E-mail acc
Country Address Update
Invoice Signature Mew messi

IT Task Allocation Replies/f
Petar Elog Rev Ste J 5

Delete HNew Eename

Edit signature
Arial w12 |w/| B T

=
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~Step 6 » I

Type a name for this signature:
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umbel “ Cancel Ik to
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Signatures and Stationery ?

E-mail Signature | Personal Stationery

Select signature to edit Choose default signature

Invaice Signature A E-mail account: | 3p3ngsha@healyconsultantspteltd.onmicrosoft.com | v
IT Task Allocation
Jessie Quora Blog New messages: Akangsha's Signature L]

Petar Blog Review
Simon Quality Check

Replies/fforwards: | apangsha's Signature ]

Save Eename
[J

Calibri[Bodng antomatic  |v|||[=| = = [Iﬂusirw

w signature| \

_—




Editing your email signatures

Signatures and Stationery ?

i onal Stationery {
0 ) L &
T h Choose default signature

Ak ysna's Signature E-mail account: | 3pangsha@healyconsultantspteltd.onmicrosoft.com |
ountry Address Update
Invoice Signature
IT Task Allocation
Jessie Quora Blog
P Elog Review

N /
Delete Eename

Mew messages: Akangsha's Signature W

Replies/forwards: | syangsha's Signature W

Edit signature

<
T
I

= | [ Business Card |__||;| &

ove_ | am always at your disposal for any clarification you may need.
Best regards,

Ms. Akangsha Bandalkul
S

ITM
Haoaly TCMoancnltants — e
@ Cancel
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s this email spam/virus?

« Is it from an existing Client
* Does the email seem relevant g

i

to your engagement? wivy P

* Does it have a strange
attaChment? i Ed::::::Z;::iﬂbat'"

% Moveto Dropbox

Convert to Adobe PDF
Conwvert to Adobe PDF and EMail
Co

& o E

Open with...

») Scan with Panda Free Antivirus




How to create Macros?

* Provide complete text with formatting (no highlighting) and
send to Wei Xian

« Give him one week to work on the macro and he will add it to
your outlook for you

» Please do not create a macro out of each country email
template — every time the template updates, it will be very
complicated to update




Email groups

To,.. | Sales Team; Accounting and Tax Department; IT Team: All Staff; | |

=7

Send

Type sales/accounting/it team/all staff and press Ctrl+K

Check Mames Search: (®) Name only () More columns eSS Book
sa bal Address List - akanusha@healvcunsurt Find

Microsoft Outlook found mare than one "sa’.

Cc..

| MName Title Boeiies: Frione Location Diepartm
Ll
Select the address to use:
1 , 1
g | Mame Title Bus |
c
Alexa Sansom

& Anush Sarkisian

.5.1'-'- Sales Team & Shabarunisha Shaik Abdul Kadir
& Sharon Tham

& Simon Guidecoq 1

& svitlana Lazyuk

2 Wenkatramani Radhakrishnan
B
Bi Ste e 1 & Webmaster

L9 > & Wei Xian Phang
& ‘vonne Loke
& Zhang Yi v

- ) : | Step4 &
Its < (a]'s Cancel

Propertie




[
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Mark as junk/block sender
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LIy

Cuick Print
WEST, SIM¢ 210F
ical, will you f:;'_ Beply nts for & cornation road to be live by Thursday

Right click on the email
a n d b I OC k overs transf I':‘ : rFI:;a:l Unread 5 holland village Would you be around for a 1Z51H

) I

s Categorize 3
> Follow Up b W E
s o . sat 07-N
. . suremail, ¢ B Assign Policy ¥ | sor unal pc, then Olivia then zi then david,
The email will B et >

Quick Steps r Fri 06-M
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+ Move to Clutter

(G lgngge

@ﬂk » & Block Sender >

made chan

Q u ic k I i n kS 2~ Delete Mever Block Sender

Mever Block Sender's Domain (@example.com)

Ads - Round 2 1
or your email. Good to go, thanx Haw Mever Block this Group or Mailing List
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ntities @ Junk E-mail Qptions... |
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Accidental outlook folder deletion

 Navigate to your Deleted Folder
» Click the accidentally deleted folder
 Drag back to Inbox




= & 1 >
= =1
Assign Unread/ Categorize Follow
Policy = Read - Up~

hlave Tags

Rules

Create a rule based on the sender,

recipients or conversation topic of

this message to always move mail
....... to a different folder.

Ste J Messages To: Wei Xian Phang

4 Create Rule...

'-lIEI Manage ROTES or et
e e 1P duaress or an negduve reviews ¢ Create Rule

Create Rule

get e-mail with all of the selected conditions
From Aidan Healy
|:|5ubject contains

|:| Sentto | me only
Do the following

|:| Display in the Mew ltem Alert window
[ ] Play a selected sounds:

[ ] mMove the item to folder:

oK Cancel Advanced

Do

)
LK

Windows Motify Em 3 [ | Browse...

Select Folder...

Rules and Alerts

Choose a folder:

4 Inbox

** PENDING ** [7]
Aidan

Admin

Aileen

Cai Xin

Chinese Domain
Chrissi

Clients

David
Depositphotos
DMCA

Fla

Google

oK

Cancel

MNew,.,

Ma..



Favourites folders B X

Mew Delete

4 Favorites
= PENDING ** [7] !
o o Inbox
* You can add to your favourites list
Deleted ltems
. . Drafts
» Right click on the folder
IT Team
[ [ Blog
* Show in Favourites A
4 gkangsha@healyconsultan...
4 [nbox
= PENDING * [T]
Aidan
Admin
Aileen I.-; Open in New Window
Cai Xin MNew Folder...
b Chinese iy Rename Folder
Chrissi Copy Folder
[> Clients Move Folder
David > Delete Folder
Deposit] [y Mark All as Read
DMCA | %= Clean Up Folder
< D

Show in Favorites

Grace
- HR & Move Up
inMotio. »  joveD own

Ishani Properties...
[T Team




New quick links

 Quick links added to match Aidan
« Allow you to quickly write your emails




Printer

* Printer jams

* Double sided printing

* Printing 2 pages to 1 side

- What to do if there is low toner

- What to do if it says replace drum

- What to do if it says out of memory




Printer jams

« Open the back of the printer
* Slowly pull the paper out
* If you cannot find the jammed paper, then call the IT team

* If you are using scrap paper, make sure it is not
folded/crumpled




Double sided printing

Print

O Copies: |1 :
Print
Printer '
% Brother MFC-78600DW Printe... .
% Ready
Printer Properties
Settings

Ir Print All Pages
D The whole thing
Pages: Ste g 1
E Print One Sided -
Account Only print on one side of th

Options print One Sided
Ste J 2 ly print on one side of the page

| Print on Both Sides >
= .
Flip pages on long edge

’(—J Print on Both Sides
25 Flip pages on short edge




Printing 2 pages to 1 side

Settings
”: Print All Pages
D The whaole thing
Pages: ;
E Print One Sided
Only print on one side of th...
—  Collated
= -
== 1,23 123 123
D Portrait Orientation -
[I Letter .
85" x11"
@ Marmal Margins Ste N 1
Left 1" Right 1"
El 1 Page Per Sheet &.
| I 1 Page Per Sheet

2 Pages Per Sheet
4 Pages Per Sheet
& Pages Per Sheet

8 Pages Per Sheet




What to do if there is low toner

* The printer power button
is on the left side for both

printers
print

I
]

It still lets you

print

t

Switch off and
switch back on
{—J It won’t let you
print/prints
It lets you print funny

t \— Call IT team
Do nothing




What to do if it says replace drum?

* The printer power button
| is on the left side for both

| ' |

printers
print

Switch off and
switch back on

It lets you print

t

It still lets you

print

t




What to do if it says out of memory
* The printer power button

! is on the left side for both

printers
print

It still lets you

print

t

Switch off and
switch back on
{—J It won’t let you
print/prints
It lets you print funny

t \— Call IT team
Do nothing




Browser

« Too many tabs/plugins

« Refreshing the page (Ctrl + F5)

- Bookmark the index of important links page
- How to set default pages

- How to set search engines

« How to create new favourites (bookmarks)

« Clearing cache



http://www.healyconsultants.com/index-important-links/

Set default pages - IE

L~ (= Blank Page

Print 4

File r
: ? x
Internet Options - Zoom (100%) 3

3
Ste 3 eneral | Security | Privacy | Content | Connections | Programs | Advanced .

Add site to Apps

Home

To create home page tabs, type each address on its own lin) RIS e

about:blank]

Manage add-ons

F12 Developer Tools

Go to pinned sites

Use current Use default | tab Compatibility View settings

Startup @' Mchfee WebAdvisor..,
() Start with tabs from the last session @ View Site Report..
(®) Start with home page Report website problems

Tabs (Internet options )
Change how webpages are displayed in tabs. Tabs About Internet Explorer

Browsing history

Delete temporary files, history, cookies, saved passwords, and web
form information.

[] Delete browsing history on exit
Delete... settings
Appearance

Colors Languages Fonts Accessibility

Step 4
Cancel Apply

=1



Set default pages - Chrome

X Q% &0
D [4 (3 Web Design Index [ PDFs B [ Netsyss Reveals All t.. & Google: Panda 4.08... ['] iTWire - Google's Pa... GSK | ¢ New tab ¢

New window

New incognito window

History and recent tabs ’
Downloads

Bookmarks 4

~ =

Zoom - 110% =+ S
Print... Cel+ |
Find... |+ F
O e More tools ’
Singapore Step 2 Edit Cut | Copy | Paste

Help and about »

=

Relaunch Chrome in Windows 8 mode

Exit




Set default pages - Chrome

Chrome Settings |

Sign in

Signed in as akangsha@healyconsultants.com. Manage your synced data on Google Dashboard.

g in —z :
I settings Disconnect your Google Account.. Advanced sync settings...

On startup
Open the Mew Tab page

ST E Continue where you left off

< W Open a specific page or set of pages. Set pages —>

Appearance
Get themes
Show Home button

of | Always show the bookmarks bar

Search
Set which search engine is used when searching from the omnibox

Google ¥ || Manage search engines...



Set default pages - Chrome

Startup pages

https://app.asana.com;/0/32353456068044/

IT Team Task List MEW - Google Sheets https://docs.google.com/spreadsheets/d/1_2ZknQvj_iOLD_kmRC-L..

4dd a new page

Step 5 QK Cancel

Use current pages




How to set default search engine - IE

Ste M 1 uretype=2 L~c & Blank Page r‘j Internet Explorer Gallery
‘=Habout:blan : &
= LO; Search with Bing. Earn

http:/fwww.awebduniaguru.com/aggasso) Shift + Enter d
http://india.mfa.gov.ua/en/consular-affairs/services/visas rewaras.

kit :.af.ffwl healyconsultants.co r‘n_e'u kraine-company-registratio n!-' Earn credits when you search with Bing Rewards. Redeem them for popular gift cards and
P Y pany-reg

morel!

http:/fwww.healyconsultants.com/ukraine-company-registration/formation-support-se...

http:/www.healyconsultants.com/howp/wp-admin/ Try Bing Rewards now, Free!

STARBUCKS

Business in Europe - Healy Consultants http:/Sfwww.healyconsultants.com/testing...

DIGITAL GIFT CARD

V15 https://wscont.apps.microsoft.com/winst..,
Dashboard http://learning.princetonreview.com, dash...
Support.Dell. Com http://support Ste 2 Kuens
|F| Add > Pinned Sites  Add-ons  Tracking Protection Lists I

>
—

stat+lile

= . | Y ICE

Silverlight

- —




How to set default search engine - IE

Internet Explorer Gallery e
Pinned Sites ~ Add-ons  Tracking Protection Lists E GDDQ IE Sea rCh
https://www.google.com
Searrh Provader
) e Add Search Provider
Google Search . ) )
https://www.google.com () Do you want to add this search provider?

Search Provider

Google T

Based on 2085 ratings

Ste N 4 Get search predictions with Google.

[+]:Malee this my default search provider

I an address | type in the address bar cant be found, oper
the top seanch result

this provider

@ http://www.iegallery.com/en-us/Addons/Details/813 2~

Iid http:/fwww.webduniaguru.com/aggasso/ Shift + Enter

http://india.mfa.gov.ualen/consular-affairs/services/visas

1 (i L | Search provider names can be misleading. Only add search
" providers from websites you trust.

http:/www.healyconsultants.com/ukraine-company-registration/ | )
narks | Privacy Statemetu & cewrore o a1 s e

http:/fwww.healyconsultants.com/ukraine-company-registration/formation-support-se...

http:/fwww.healyconsultants.com/howp/wp-admin/

Business in Eurcpe - Healy Consultants http:/fwww. healyconsultants.com/testing...
Y15 https://wscont.apps.microsoft.com/winst...
Dashboard http://learning.princetonreview.com/dash... l
Support.Dell.Com http://supportapj.dell.com/support/index....

ddELD) | Add




How to set default search engine -
Chrome

® Open a specific page or set of pages. Set pages

* Same

Chrome
settings page B
as before, just e s sk
scroll down Search

Set which search engine is used when searching from the omnibox

Google ¥ || Manage search engines...
blekko
Pai ANG Secure Search
Yahoo! Search
Yahoo! Search
Web Search 2nt)
Yahoo! Singapore

Bing g

of| Let anyone add a person to Chrome

Add person... Remove.. mport bookmarks and settings...




How to add favourites/bookmarks

Chrome
38|

E

Web Design
Indian Unis
Bookmarks bar

&I bookmarks

Choose another folder..

|E DOWE‘I’ ANl R E = e e R A=A R =
Bookmark
Mame: || cific incorporation

Falder B -
(J
Remowve Edit...

= http:/fwww. healyconsultants.com/ukraine-company-reqistration P~
Step 1 l s pany -1

0
a
1

= http:/www.healyconsultants.com/ukraine-company-registration

7= == Ukraine company registra...




Internet Options

General Security | Privacy | Content | Connections | Programs | Advanced

Home page
/‘ To create home page tabs, type each address on its own line.

L] >
LI about:blank

Use current Lse default se new tab

Startup
() Start with tabs from the last session
(®) Start with home page

Tabs

Change how webpages are displayed in tabs, Tabs

Browsing history

Delete temporary files, history, cookies, saved passwords, and web
form information.

[]Delete Ste N 1
Settings

Colors Languages Fonts Accessibility

Appearance

QK Cancel Apply

ow to clear cache - IE

o

Delete Browsing History

P rve Favorites website data

Keep cookies and temparary Internet files that enable you arite
websites to retain preferences and display faster.

Temporary Internet files and website files
Copies of webpages, images, and media that are saved for faster
viewing.

Cookies and website data

Files or databases stored on your computer by websites to save
preferences or improve website performance.

[ | History
List of websites you have visited,

Download History
List of files you have downloaded.

Form data
Saved information that you have typed into forms.

Passwords

Saved passwords that are automatically filled in when you sign in
to a website you've previously visited.

Tracking Protection, ActiveX Filtering and Do Not Track

A list of websites excuded from filtering, data used by Tradkin
Protection to detect where sites might automatically be shagie details
t your wisit, and exceptions to Do Not Track re !

About deleting browsing history Cancel




How to clear cache - Chrome
Search
Set which search engine is used when searching from the omnibox mdata
. O
Google ¥ | Manage search engines...

& Obliterate the following items from:| the beginning of time * | —>

®  Akangsha (current)
&1 d

owsing history
Download history

| Enable Guest browsing Cookies and other site and plugin data

| Let anyone add a person to Chrome - . .

Cached images and files
Add person... Remove... mport bookmarks and settings...
Passwords

Default browser

urrently Google Chrome.
Step 1

< Show advanced seftings..)
I

Autofill form data

Hosted app data

Content licenses

Step 5
Privacy Step 2 Learn more C | Clear browsing data | T)Cancel

Content settings...  Clear browsing data.. )

Google Chrome may use web services to improve your browsing experience. You may optionally disable these saved content settings and search engines will not be cleared and may reflect your

L O O e LIS TR Lo

services. Learn more browsing hak

Wf| llse 3 weh sarvice to heln resnlve navination errors




Boardroom

« What to do when the internet stops working
« LAN cable port under the right side window
* Please push the LAN cable back in

- How to switch the projector on/off
« Use the black remote with lots of buttons

« ON - Press the red button for 5 seconds, you will see projector bulb
switch on
« OFF - Press the red button, there will be a message on the screen

PRESS THE POWER AGAIN TO SHUT DOWN
Press the power button one more time




Dropbox

Saving personal items on Dropbox
How to send Dropbox invites

- Favorites *  Name Date modified
B Desktop .dropbox.cache 12-Nov-15 8:40 AM
L SharedFolder (Di o Accutest 26-Aug-15 9:22 AM
Akangsha Banda @i Australain Companies cahnge to AuseCo..  29-0ct-13 217 PM
% T Tearmn - Mew @i Bertrand Baleydier 09-Mov-157:21 AM
Country Ranking % Boardrogm A dulds T.h2 LR
4 Downloads <8 BOARDR|  Open
| Recent places ol Camera | Open in new window
23 Dropbox o Healy Co Add te VLC media player's Playlist

|| OneDrive for Bus [thit Browse in Adobe Bridge C56

=

G Play with VLC media player

Type

File folder
File folder
File folder

File folder

Eile fnldar

@® Mine tj@mrad folder settings...

'G Homegroup @ Screensh Share Dropbox link
) &8 Singapor View on Dropbox.com
i Computer @ Spruson

Size



Dropbox - sharing folders

Shared Folder Options for 'Healy Consultants Shared Folder’ its Shared Folder
1 manage membership of this folder
Healy Consultants Shared Folder

[ ] Allow editors to manage membership of this folder -
wrn(me)  boardroom.hea.. nts@gmail.com

. L* Invite More People
Healy Consultants Boardroon(me)  boardroom.hea.. nts@agmail.com
Aileen Lane gileen@healyconsultants, com canedit - ame or email:
Chrissi Zamara chrissi@healyconsultants. com canedit - | canedit -
dowaormley @googlemail, com canedit - Message (optional):
Ste 0 2 W

Invite mare people. .. More actions 7
Step 5

Y Help

& Help (D Cancel




Computer speed/optimisation

* Clearing out the desktop

 Double clicking

« Accessing large files from the SharedFolder
« CCleaner

« Auto completion

« How to add programs to the taskbar

« How to end programs using Task Manager




CCleaner

rograms

—

D

e

—

iy

See more results
ma

ccleaner

N |@ShutDown |> |

Piriform CCleaner

CCleane

w5, 03

Windows Applications

e Internet Explorer ﬂ
Temporary Internet Files
History
Cookies
Recently Typed URLs
Index.dat files
Last Download Location
Autocomplete Form History
Saved Passwords

Windows Explorer

Tools

+ Recent Documents

Run {in Start Menu)

Other Explorer MRUs

Thurnbnail Cache

Taskbar Jump Lists

Metwork Passwords

% 0% % A

5 System
+ Empty Recyde Bin
+ Temporary Files
+ Clipboard
+ Memory Dumps
+ Chkdsk File Fragments
+ Windows Log Files

Mew version! Click to download. ..



Aut xt completlon

------------ TMormal [ TMNo Spac...
- - 9
Ste 0 1 AutoCorrect: English (United States) °*
Paragraph
roeey e - | Show AutoCorrect Cptions buttons
& - [0 Q- Sy @ 2] [l &
- 3 [« =]
- Correct TWo IMitial CApitals Exceptions...
............. L I T

Capitalize first letter of sentences
Capitalize first letter of table cells
Capitalize names of days

Correct accidental usage of cAPS LOCK key

Examples EET.......
acct > Accounting and Tax R N ——

hc > Healy Consultants e
hcg - Healy Consultants Group

br > Best regards,

Automatically use suggestions fr Ste e 3

77 TN
)

Cancel




How to pin programs to taskbar

If the program is open > If the program is not open
Right click on the program - Right click on the
in the taskbar program in the start screen

Pinned

Q& Timeline.ppte
Q= 1T Workshop. pptx

Step 1 e
Calc » ro Start

in to taskbar %
>




How to end programs using task
manager -

File Options View

Processes | Performance | App history | Startup | Users | Details | Services

« Option 1 — Ctrl+Shift+Esc o1 : m  ew om0

arme Status CPU Memory Disk Metwork
~
« Option 2 — Right click on the

> (& Google Chrome (32 hik 0.1% 109.6 MB 0 MB/= 0 Mbps
ta S k ba r . @ Intemet Explorer 01%  629MB  O01MB/s  0Mbps
Microsoft Excel (32 bit) 0% 19.0 MB 0 MB/s 0 Mbps
B} Microsoft Qutlook (32 bit) 0.6% 852 MB 0 MB/s 0 Mbps
Toolbars g - [# Microsoft PowerPoint (32 bit) 0.1%  207.7MB 0 MB/s 0 Mbps
Cascade windows - [EF Microsoft Word (32 bit) 0%  264MB 0 MB/s 0 Mbps
Show windows stacked © (P Task Manager 1.1% 10.6 MB 0 MB/s 0 Mbps
Show windows side by side - [ Windows Explorer 0%  37.2MB OMB/s  0Mbps

Show the desktop )

Background processes (78)

Task Manager . R i .

@& sam Updates Notifier Applifati... 0% 0.3 MB 0 MB/s 0 Mbps
Lock the taskbar [ AcroTray (32 bit) 0% 0.4 MB 0 MB/s 0 Mbps
Properties 57 ActivateDesktop.exe 0% 0.3 MB 0 MB/s 0 Mbps

Adobe Acrobat Pfdate Service (... 0% 0.3 MB Ste 2

|E' Fewer details




General

 Anti virus installed

 Anti glare glasses

* Internet (LAN cable)
 SharedFolder connection
 SharedFolder file deletion
 Laptops
 Eco-sign/DocuSign

« Google Ads

* How to do a screenshot




Echosign/DocuSign

Complete guide to this has been is already on the index of
important links

Internal staff pages (#12)

http://www.healyconsultants.com/hcwp/wp-
content/uploads/2015/03/Adobe-EchoSign-instructions.pdf

* DocuSign works the same way



http://www.healyconsultants.com/hcwp/wp-content/uploads/2015/03/Adobe-EchoSign-instructions.pdf

Google Ads

WARNING: Do not click Healy Consultants ads (but feel free to
waste ad budget for competitors)

awksford Singapore - GuideMeSingapore.com
www.guidemesingapore.com/ ¥
Singapore's Leading Incorporation, and Company Administration Firm

Business Setup in 1 Hr
vww.alcorp.com.sg/biz-register-fee ~
Free 1 ¥r Co Sec, 1 Rd Stamp, Seal,
Free Addr, Fax, Co Advice, Call Usl

@ 10 Anson Road #27-15, International .

Company Incorporation - relianceconsultingservices.com
www._relianceconsultingservices.com/ ¥
1-Stop Solution Providing Top Motch Company Incorporation Svc. Call Us.

SG Company Registration
www_contactone.com.sg/com-registration ~
6333 0633

Singapore Company Registration with

Sec, Acct, Tax,Website, Email Apps

¥ 420 North Bridge Rd

Business Registration - maxlewis.com.sg
www.maxlewis.com.sg/new-business ¥
Quic sy Ways to Start Your Business. Send an Enquiry

Bizfile - ACRA's one-stop business services portal
www.bizfile.gov.sg/ ™

Singapore Government. SITE MAP ... Business Firm Local Company Foreign
Company Limited Liability Partnership ... or a parinership. Register a New Business.
About SingPass - Here - About Bizfile

Company Registration, SG
www _jje.sg/Company_Registration_Sg ~
Speedy Business Setup. Reliable.
Free Consultation. Call Us Today!

Registering a Business | Setting Up | EDB Singapore ¥ 10 Anson Rd #10-11, International PL...

https:/'www edb gov sg/content/edb/en/ __singapore/ _/registration himl ~
Jun 30, 2015 - Information on how to register and start a business in Singapore is
available on ___ Information on registering a branch of a foreign company is ...

gistration of Company

] . ] . our Singapore
Sinaanore Comnanv Reaistration — Comnlete Guide hy in 4 HeAnr Eram ot



How to do a screenshot

« Option 1 — Press the PrtScn button on your keyboard, paste to
email/word document, etc.

mﬁ%ﬁ — Install Jing http://jing.en.softonic.com/

How to do a sc

{ \ Save Jpg - Editin

Copy image


http://jing.en.softonic.com/

