NOTES FOR RE-IMAGING

	(
	Get a BIG mocha.

	(
	Log in – ______________ hozho000

	(
	Taskbar, autohide, always on top, unlock, add fave programs

	(
	Monitor: Truecolor, 24 bit, 1024x768, Refresh 85 hz.

	(
	Open Windows Explorer, and format way I like. 

	(
	Map drives – ____________________________

	(
	Open C:/ and add Lisa folder. Copy my resources.

	(
	Copy needed files/shortcuts into backgrounds, My Documents, Favorites.

	(
	Using GHC Applications, open Word, close.

	(
	Using GHC Applications, open Excel, close.

	(
	Using GHC Applications, open Outlook, close.

	(
	Open Word, check to verify my personal toolbars work. When Office Assistant opens, right click and turn it off forever. Update settings.

	(
	Open Excel, check to verify my personal toolbars work. When Office Assistant opens, right click and turn it off forever. Update settings.

	(
	Open Outlook, check to verify my personal toolbars work. Update settings – fonts, signatures, etc. Set up Junk Mail (use organizer). 

	(
	Get another mocha to celebrate.


MAPPING DRIVES / WINDOWS EXPLORER:

Views:

· Choose My Computer, then select View/Details. Then arrange widths of file name, size, type,& modified sections till I like.

· Choose Tools/Folder Options/View, show hidden files; then select “Like Current Folder”

Mapping:

Choose Tools/Map Network Drive

· For ___________, choose drive __________ and input: \\_________________
Resources

· Put Screen BMPs in C/Windows

· Put SCRs in C/Windows/system32

TASKBAR:

Add: InContext, Word, Excel, Access, Powerpoint, Endnote, Procite

Add: Notepad, Calculator, Explorer - Accessories/rightclick/todesktop
Add: 
· Crimson  (C:\Program Files\Crimson Editor\ cedt.exe); 

· Filezilla (C:\Program Files\FileZilla FTP Client\ filezilla.exe); 
· FireFox  (C:\Program Files\Mozilla Firefox\firefox.exe);

WORD:

OPEN Word for 1st time so that default folders (template, startup, etc.) are created by the operating system. THEN put these in.

· Normal.dot = docssettings/bothlj1/application data/microsoft/templates

· Taskbar.dot = docssettings/bothlj1/application data/microsoft/word/startup

· Lisa’s word templates = docssettings/bothlj1/application data/microsoft/templates

Word Settings

· View Ruler, View Normal, 

· Tools/Options/General: Update Autolinks at open, Last viewed = 8, background repaginate, fast saves, don’t check grammar.

· Tools/Customize, DON’T show recently used menu items first – I want to see them all.

· Tools/Options/File locations – set up workgroup templates for ________________________.

· If Macros aren’t working (Hide Windows in taskbar, then open LJB Macros file, open Tools/Macro/Visual basic Editor, and add macro to whatever module opens up.)

Favorites:

· Make sure Favorites showing up.

Toolbars

Standard:

New, open, close, page layout, insert special, cosolidate 1, consolidate 2, view, print, print fields, cut, copy, paste, spell, thesaurus, undo, redo, tables, borders, drawing, headerfooter, insert pic, normal view, ruler, field codes, paragraph mark, help, print 1 page

Formatting:

Styles, font, fontsize, pagesize, bold, ital, under, left, middle, right, justified, single space, numbered, bullets, drop cap, change case, indent, unindent, insert rows, delete rows, cell alignment, highlight, font colour, format brush

EXCEL:

OPEN Excel for 1st time so that default folders (template, startup, etc.) are created by the operating system. THEN put these in.

· Excel.xlb = docssettings/bothlj1/application data/microsoft/excel

· Personal.xls = docssettings/bothlj1/application data/microsoft/excel/xlstart

Excel Settings

· View Normal, formula and formatting toolbars. 

· Tools/Options/General: Sow Gridlines. Auto calculation, update remote refs, save external link values. Last viewed = 8, show 2 worksheets in book. DON’T show windows in taskbar.

· File locations – Default: ________,  Alt: ____________________________

· Tools/Customize, DON’T show recently used menu items first – I want to see them all.

· If Macros aren’t working (Hide Windows in taskbar, then open LJB Macros file, open Tools/Macro/Visual Basic Editor, and add macro to whatever module opens up.)

Toolbars (if needed)
Standard

New, open, close, printset, print, printview, spell, cut, copy, paste, spell, formatpainter, undo, redo, sum, Fx, ascend, descend, graphs, drawing, worksheet macro, size, views, cleanup macro

Formatting

Font, size, bold/ital/ul, left/mid/right, A, $, %, comma, add zero, delete zero, borders, fill, font, PrSvCls macro, find

· In Excel, choose Tools/Add-ins, and select: Analysis Toolpak, Template Utilities, & Update Add-In Links. Keep Macro setting at medium.

· Select Tools/Update Add-ins, and select ‘all’.

OUTLOOK:

Open Outlook for first time from the GHC Applications shortcut on the desktop, then transfer a copy of the shortcut to the Office Toolbar & activate it. This will “open” my account. 

Signatures: docssettings/bothlj1/application data/microsoft/signatures 

Messages and backups: docssettings/bothlj1/application data/microsoft/outlook  

· Check my contacts to be sure they are there / Create if not. 

· Check options to see if they stayed the same. 

· Empty Deleted Folder upon exit. Junk & Adult messages moved to DELETE.

· Make sure to re-do the text style: Teal 11 point Arial for normal, Navy 11 point for responses. 

· Make sure to select signatures to use.

PREFERENCES:

Firefox: 

tools/options/tabs/show tab bar, switch immediately, open in new tab; 
tools/options/security/block, load immed, enable, arial 16, 

tools/options/privacy/always clear all; 

home page: https://www.google.com/accounts/ServiceLogin?continue=http://www.google.com/ig%3Fhl%3Den&followup=http://www.google.com/ig%3Fhl%3Den&service=ig&passive=true&cd=US&hl=en&nui=1&ltmpl=default
