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1. Windows 7 installation

Step 1 - Place Windows 7 DVD in your dvd-rom drive and start your PC.
Windows 7 will start to boot up and you will get the following progress
bar.

Windows is loading files...

Step 2 - The next screen allows you to setup your language, time and currency
format, keyboard or input method. Choose your required settings and click
next to continue.
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Step 3 - The next screen allows you to install or repair Windows 7. Since we
are doing a clean install we will click on "install now".

% Install Windows

[

Windows 7

N L
.

Step 4 - Read the license terms and tick | accept license terms. Then click next
to continue.

Please read the license terms

MICROSOFT SOFTWARE LICENSE TERMS

WINDOWS 7 ULTIMATE

These license terms are an agreement between Microsoft Corporation (or based on
where you live, one of its affiliates) and you. Please read them. They apply to the
software named above, which includes the media on which you received it, if any.
Printed-paper license terms, which may come with the software, may replace or modify
any on-screen license terms. The terms also apply to any Microsoft

*  updates,

- supplements,

Internet-based services, and

1 Collecting information 2 Installing Windows

Step 5 - You will now be presented with two options. Upgrade or Custom
(Advanced). Since we are doing a clean install we will select Custom
(Advanced).
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Which type of installation do you want?

Upgrade

Upgrade to a newer version of Windows and keep your files, settings, and programs,
The option to upgrade is only available when an existing version of Windows is
running, We recommend backing up your files before you proceed.

Help me decide

e
1 Collecting information 2 Installing Windows

Step 6 - Choose where you would like to install Windows 7. If you have one
hard drive you will get a similar option to the image below. You can click
next to continue. If you have more than one drive or partition then you
need to select the appropriate drive and click next. If you need to format or
partition a drive then click Drive options (advance) before clicking next.

Where do you want to install Windows?

[ Name | TotalSize| FreeSpace| Type
‘f J;? Disk 0 Unallocated Space 16.0 GB 160 GB

1 Collecting information 2 Installing Windows
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Step 7 - Windows 7 starts the installation process and starts copying all the
necessary files to your hard drive as shown on the image below.

Installing Windows...

That's all the information we need right now. Your computer will restart several times during
installation.

Step 8 - It will go through various stages of the setup and will reboot your
system few times.

Windows needs to restart to continue

Restarting in 6 seconds

Restatnow |

1 Collecting information 2 Installing Windows
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Step 9 - When your PC reboots it attempts to boot from DVD as it is the first
boot device. Do not press any key during the boot prompt so Windows 7
will continue with the installation by booting from the hard drive.

Setup will continue after restarting your computer

Step 10 - After the reboot your computer will be prepared for first use.

Setup is preparing your computer for first use

L —
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Step 11 - At this stage you need to choose a user name and computer name.
Click next to continue. The user account you create here is the

Q (4 SetUp Windows

fi’. Windows 7 Uttimate

Choose 2 user name for your zccount and name your compuiter to distinguish it on the network,

Type a user name (for example, Johnj:
BuildEasyPC

Typea cor
BuildEasyPC-Com

nputer name!

(< Copyright € 2009 Microseft Corporation. Al rights reserved,

N

Administrator account which is the main account for your Windows 7 that has
all the privileges.

Step 12 - Choose your password and password hint just in case you forget your
password and need to jog your memory.

Q .4 SetUp Windows

Set a password for your account

Creating 2 password is 2 smart security precaution that helps protect your user account from
unwanted users. Be sure to remember your password or keep it in a safe place.

Type 2 password (recommended):

Type a password hint (required):
My Secret]

Choose a word or phrase that helps you remember your password,
¥ you forget vour password, Windows will show you your hint.

Odisha State Open University Page 6



Step 13 - You can now type the product key that came with Windows 7 and
click next. If you do not enter the product key you can still proceed to the
next stage. However Windows 7 will run in trial mode for 30 days. You
must therefore activate Windows within 30 days otherwise you cannot
access your computer after 30 days.

@ L4 SetUp Windows

Type your Windows product key

You can find your Windows preduct key en 2 label included with the package that came with
your copy of Windows, The label might also be on your computer case, Activation pairs your
product key with your computer.

The product key looks similar te this:

PRODUCT KEY: XXXXX-XXXXX-XXXXX-XXXXX-XXKXX

(dashes will be added automatically)

[7] Automatically activate Windows when I'm online

Step 14 - Help protect your computer and improve Windows automatically.
choose use recommended settings.

@ 4 SetUp Windows

Review your time and date settings

Time zone:

[(UTGOE:OO) Pacific Time (US & Canada) -

] Automatically adjust clock for Daylight Saving Time

Date Time:

. October, 2008 » y &

;

Su Mo Tu We Th Fr Sa 4

27 28 30 1 2 3 )

45 6§ 7 8 910 = A =

1 12 13 14 15 16 17 55 2 ~

1819 0 21 2 3 4 K 4

@B 27 38 0 20 3L NS
1 2 3 4 5 6 17

1:39:00 AM]
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Step 15 - Review your time and date settings. Select your time zone, correct the
date and time and click next to continue.

@ 4 SetUp Windows

Review your time and date settings

Time zone:

(UTC-08:00) Pacific Time (US & Canada)

[¥] Automatically adjust clock for Daylight Saving Time
Date:

October, 2009
We
27 28 29 30 1 2 3
4 5 6 7 8 9 10
1 12 13 14 15 16 17
18 19 20 21 22 23 24
(Z5126 27 28 29 30 31
1 2 3 4 5 6 7

| 1:39:01 AM|=

Step 16 - Select your computer's current location. If you are a home user then
choose Home network otherwise select the appropriate option.

@ 14 SetUp Windows

Select your computer’s current location

This computer is connected to a network, Windows will automatically apply the correct netwerk
settings based on the network's location.

Home network
= If all the computers on this netwark are at your home, and you recognize them, this is a
= trusted home network. Don't choose this for public places such as coffee shops or

airporte N

l i Work network
If 2l the computers on this network are at your workplace, and you recognize them, this
is a trusted work network, Don't choose this for public places such as zoffee shops or
airports.

Public network

If you don't recognize all the computers on the network (for example, you're in a coffee
shop or airport, or you have mobile breadband), this is a public network and is not
trusted.

If you aren't sure, select Public network,
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Step 17 - Windows will now finalize the settings for your computer and restart.

i <
() «d SetUpWindows

£7 Windows 7 Uttimate
[N

Step 18 - After the final restart Windows 7 will start to boot up.

Starting Windows
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Step 19 - Finally you have the logon screen. Just type your password and press
enter or click on the arrow to logon to Windows 7 for the first time.

. Windows 7 Uttimate

Step 20 - After you have logged on to Windows 7 for the first time, you will see
similar desktop to the image below. At this point you can start using your
computer. However it may not be fully configured. You need to make sure that all
the hardware is detected correctly and the necessary
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2. File and folder management in Windows

2.1  Create afile in windows
Step 1 - Right click at the place where you want to create a file and select the

type of file you want to create. There are various kinds of files a person can
create starting from word document to text file. Since we are learning to create a

file we choose text document

) @ B W w8 85

Wl
Mmmwwww o sy
Skttt

e EEEE,

h-u-
e TH plmig Wt Gt Glad g
s

N OB O & tEps

[P—— wm S0 e, 68w wyails

“

W DAY b_] | @J

b frerr o

~ W = =[] [Tt Document 5 Shared Folder Synchronization
W W \W—J j ) MicrosoR Viio-tekening D |Graphics Propesie

& ) B % Q j j J e PO i

I&WWW —es el ks ‘h ﬂ.ﬂﬁ.w”ﬁ (P ©) Microsoft Excel-werkblad
Suitiuie,. el o WioRAR ZP archive New

P 4 o e

Step 2 -

Give a name to the file as shown below as | had given the name smd.

T

|
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Step 3 -

E— N B— . S— .

= | smd - Notepad -

File Edit Format View Help

Hello how are you.
How is your health.

Where had you been all the time.

Step 4 -

Click on the save button as shown below to save the document

File | Edit Format View Help

Ctrl+M
Ctrl+0

Ctrl+5

Ctrl+P

the time.

2.2 Create a folder in Windows

Step 1 -

Right click the place where you want to create a folder. Folders and files can
created on drives and desktop .Here we create a folder on the desktop as shown

below by clicking on the folder icon shown in red rectangle.
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1 @] Microsoft Access Database
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! Flash ActionScript File

[&] Windows Bitmap
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[£ Joun ent
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c
@) Microsoft Publisher-document
B WinRAR archive

maﬂ.w@» tﬂhuiﬂh‘

Ceniell
0073) (sl
- j
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View
Sort by
Refresh
Paste
Paste shortcut
Undo Rename CtrleZ

[0}

Shared Folder Synchronization
Graphics Properties...

Graphics Options

=emu g

ﬁ!.o

O 312PM
9/21/2016

Step 2 - Give this folder a name and | have defined the name as sandy as shown

below.

2.3 Copy a file to a folder
Step 1 -

Right click the file

-

k)

and select the copy option as shown below.
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R _C‘ﬂﬂﬁj@;ﬂ@:ﬂ@_ﬂ@_ﬂ!._ﬁ.,.
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Openvith

{8 Quick Hesl Internet Security Scan
‘Share with

1@ addowchwe..

1B addtosmdrar

% B Compress and emai..

|
| Compressto"smda and emat

@ BumwithNew
sendto
[

Step 3 - Double click the folder sandy as shown below

b

Step 4 -

Open the folder , right click and paste

vlo
5 Favorites Mame Date madified Type Sae

5 Do This folder is empty.

8 Downloads

Wl Recent places.

ki osau

View

) Homegroup Sort by
Group by B
8 This PC Relrh
i Desitop Custornize this folder...
11 Documents
8 Downloads Paste.
B Music Paste shorteut
& Pictures Unde Rename CirlZ.
H Videos Share with
s Local Disk (C) 18] Shared Folder Synchronization »
s New Volume (E
(s New Volume (F:) (e
Properties
S Network.
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2.4 Move a file to a folder :- To move afile to a folder follow the following steps

as shown below.

Step 1 - Right click the file
[""‘L
ety

and select the cut option as shown below.

Step 2 -

e =) =) 21 &) =) A
L 8 F IE al T = B B B .n
. R Sl rm gl mum-mup- - “wu&‘uwuﬁ g g il
W W o =] —

B e 2 2 TG NS o
L] @ - o Sl il S = 5
] Do U CbSGled st oo e el Syl U ity el Whslilisy8) O ol

L -, ol ™
WA WA, W -
| ") - [ - Edit with Adobe Dreamweaver CS6
gl e S sy il s

Sl

% Convertto Adobe POF
% Combine supported files in Acrobat...

el 18 1B Y= =

) b

{
= e =
. ) Al
Commimid. BB L ot &) Quick Heal Internet Security Scan

. . S

i * 9 T Cilrd

[=] -
o B Wi gy
s .

poe.

Step 3 -_In the destined folder right click and click paste option as shown below.

+ sandy v & | Sesrchiang
A Heme - Date madified Type Sze

This folder is empt

View

Soby

\ Group by
Refresh

Customize this folder..

Faste
€
) Paste shomcut
s Undo Rename -z
‘Share with
¥ Shared Folder Synchrenizstion
Hew
AANTGP
. Propenies
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Step 4 - You find the file in the destined folder.

“ Home  Share  View
v | Seachsandy P

1k sandy

{ Favoritss
B e o
& Downlozds

2.5 Rename a file/ folder :-To rename a file/folder right click on the file as shown

below.
Step-1 Step-2 Step-3
Click on the Rename option to
rename the file
W T
- - il
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2.6 Delete afile/folder :- To delete a file/folder right click on the file/folder as

shown below.

Step-1 Step-2 Step-3
Select the file as shown Click on the Delete option to The file is deleted
below delete the file

Open
. Edit with Adobe Dreamweaver C56
= i Print
Edit
T4 Convert to Adobe PDF
— % Combine supported files in Acrobat.
ETTIC] | Openwith v
L) Quick Heal Internet Security Scan
Share with »
B Addto archive..
B Addto "sandy.rar’
18 Compress and email...
B Compress to "sandy.rar” and email
@ Bum with Nero v
Send to »
Cut
Copy
Create shortcut
| Delete |
i Rename
Properties

2.7 Make a file read only :-_ To delete a file/folder right click on the file/folder as
shown below. Now when you open the file and write something and save
computer shows file is set to read only. To remove the read only option uncheck
the read only box.
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Step-1

Step-2

Step-3

Select the file Click on the option The file is now read only
as shown Read only the file
below
T A (rmanire v New flder
General | Securty | Details | Quick Heal
Save s
e—— sandy
S TTTC

Typeoffle:  Texd Document (bd)

Opens with: "j Notepad Change...

Location: C\lsers\USER\Desktop
Size: 73 bytes (73 bytes)
Size ondisk:  Dbytes

Created Today, September 21, 2016, 2 hours ago
Modfied: Today, September 21, 2076, 1 hour ago
Accessed:  Today, September 21, 2016, 2 hours ago

. sandy
* Thisfile s setto read-only,
Try again with  diferent file name,

0K

= O | P T2V TIRFTIIERT
Attributes: DH\dden Advanced...
0K Cancel Apply
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2.8 Hide the file and unhide the file in Win 7 :- To hide a file/folder right click on
the file/folder as shown below.

Step-1 Step-2 Step-3
Select the file as Click on the option hidden the file The unhide afile in
shown below after selecting the properties option to windows 7
hide the file
| " sandy Propertes B3] [ How to show hidden files in
= General | Security | Details | Guick Heal WindOWS 7
— 1. Close all programs so that
i) you are at your
Type of file 'I:.id Document (bd) deSktOp .
Opens with: J MNotepad Change... .
3 S 2. Click on the Start button.
cation MUsers™ \Deshktop - .
. byee (b0 This is the small
Size on disk:  Obytes round bUtton
with the
Created: Today, September 21, 2016, 2 hours ago . .
Modfied: Today, September 21, 2016, 1 hour ago Wlndows flag In
Accessed Today. September 21. 2016, 2 hours ago the |OW€r Ieft
Attributes: O Raad-on Advanced... corner.
3. Click on the Control
Panel menu
option.
Cancel Apply

4. When the control panel
opens click on
the Appearance
and
Personalization
link.

5. Under the Folder Options
category, click
on Show
Hidden Files or
Folders.

6. Under the Hidden files
and folders
section select
the radio button
labeled Show
hidden files,
folders, or

Odisha State Open University
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drives.

7. Remove the checkmark
from the checkbox
labeled Hide extensions
for known file types.

8. Remove the checkmark
from the checkbox
labeled Hide protected
operating system files
(Recommended).

9. Press the Apply button and
then the OK button..

10. Now Windows 7 is
configured to show all

hidden files.
3. Working with the command prompt
SI.No Experiment Example
1 | Create afile Notepad Notepad shanu.txt
filename
2 | Create a directory Md directory name md sandy
3 | Change directory cd directory cd sandy
4 | Remove directory rd directory rd sandy
5 | Rename a file/directory | ren file name/directory | ren sandy sandyl
new name | new name
6 | Change a directory cd directory cd directory name
7 | Make file read only attrib + r filename attrib +r shanu.txt
8 | Remove read only attrib - r filename attrib - r shanu.txt
option
9 | Make file hidden attrib + h filename attrib +h shanu.txt
10 | Remove hidden option | attrib - h filename attrib - h shanu.txt
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Step 1

4. Steps to create user accounts

W8 » Control Panel » All Control 49 ||[ Search Control Panet 2]
File Edit View Tools Help
Adjust your computer’s settings Viewby:  Large icons ~

Y- Action Center

BitLocker Drive Encryption

Desktop Gadgets

Firebird Server Manager
(32-bit)

HomeGroup

Location and Other
Sensors

Parental Controls
Programs and Features
Sound

Troubleshooting

CE0aRIGOH L

Windows Mobility Center

Administrative Tools
Color Management
Device Manager
Flash Player (32-bit)
Indexing Options

Mail (32-bit)

Performance Information
and Tools

QuickTime (32-bit)

Speech Recognition

e B@PNEVD
sQrE(AIxiaED

&

Akamai NetSession
Interface Control P...

Credential Manager
Devices and Printers
Folder Options
Internet Options
Mouse
Personalization
Recovery

Sync Center

Windows CardSpace

ErobaErany

AutoPlay
Date and Time
Display

Fonts

Java

Network and Sharing
Center

Phone and Modem

Region and Language

System

Windows Defender

bF2&l (900 ¢

Backup and Restore
Default Programs

Ease of Access Center
Getting Started
Keyboard

Notification Area Icons.

Power Options

RemoteApp and Desktop
Connections.

Taskbar and Start Menu

Windows Firewall

Step 2

)7 R » CotroiPane » Al CatrolPane s » s Accounts

v ] 43 |[ search Control Panet

File Edt View Tools Help

Control Panel Home:

Make changes to your user account

Manage your credentials

Change your pessword —_

o Remove your password SHANU
Link online IDs Administrator
Change your picture Password protected
Mar e i
= SRS ® Change your aceount name.
Configure advanced use & Change your account type
profile properties
Change my environment
Manage another account
bl W
& Change User Account Control settings
See also
) Parental Controls
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Step 3

Make changes to your user account

Change your password
SHANU
Administrator
Password protected

Remove your password

Change your picture

® Change your account name

'&' Change your account type

'&' Manage anether account

# Change User Account Control settings

Step 4

Step 5

Name the account and choose an account type

This name will appear on the Welcome screen and on the Start menu.,

Mew account name

@ Standard user
Standard account users can use most software and change system settings that do not affect other users or
the security of the computer.

©) Administrator
Administrators have complete access to the computer and can make any desired changes. Based on
notification settings, administrators may be asked to provide their password or confirmation before
making changes that affect other users,

We recommend that you protect every account with a strong password.

Why is a standard account recommended?

Create Account | [ Cancel |

4.1. Changing Your Password

The simplest way to change your password when you are logged in is to press
Ctrl-Alt- Del and click Change a Password. In this window, you simply
type in your old password and your new one, and then confirm it.
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Administrators may also overwrite the user name and change the password
for another user. Another way is to change user password as shown below

Make changes to your user account

Change your password
Femove your password

Change your picture

SHANU
Administrator
Password protected

®) Change your account name

&) Change your account type

® Manage another account

'5' Change User Account Control settings

4.2. Changing Your Picture
Windows 7 allows you to choose a picture to associate with your account. This
is the image you click to log on to the computer. To change it, open

Control Panel and choose Users Accounts. Under Users, click Change your

Account Picture. You can select from a number of built-in images, or you
can browse to one of your own images.

Step 1

Make changes to your user account

Change your password
SHANU
Administrator
Password protected

Remove your password

Change your picture

Y Change your sccount name

“j,' Change your account type

'5' Manage ancther account

'{‘:,f' Change User Account Control settings

Step 2

Make changes to your user account

Change your password

Remowve your password | 3 SHANU
- Administrator
Change your picture = Password protected

| Change your account name

Change your account type

! Manage another account

Change User Account Control settings
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4.3. Creating a Password-Reset Disk

A password-reset disk is useful if you forget your password, but the catch is
that you have to create it while you are logged in-- if you have already
forgotten your password, it is too late. You probably don’t have a floppy
drive on your PC, but a USB drive will work just fine. To create a
password-reset disk, open Control Panel and select User Accounts and
Family Safety, User Accounts. Click on Create a password reset disk in the
left pane. A wizard will guide you through the procedure, asking you on
which drive to place the password key as well as what your current
password is. Be careful where you store the disk or USB drive-- anyone
who can access it can use it to gain

Step 1

ARG . . S
gg- 8, » Control Panel » All Conirol Panel lems » User Accounts |49 || Search Controt Panei P

File Edit View Tooks Help

®
Conirol Panel Home " N
lake changes to your user account

SHANU
ﬁ Administrator
Password protected

£
:
E

(W3 This festure
&) flesh e P
then try zga

es removable media, such s 2 fioppy disk or USB
insert 2 flopgy disk or connect 2 US8 fash drive, and

=

0 € 0[™=]
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Step 2

Forgotten Password Wizard

WWelcome to the Forgotten
Password Wizard

This wizard helps you create a "password reset” disk. F you
forget the password for this user account and are unable to
log on. you can use this disk to create a new password.

Mote: Mo matter how many times you change your
password, you only need to create this disk once

WWaming: Aryone can use this
and thersfore hawve access to t

k to reset the password,
account.

To store password recowve! omation on a LUSB flash
drive, insert the LISB flash drive before clicking MNesa

To comtinue, clicke Mest .

= Back | Next = | [ Cancel |

Step 3

Forgotten Password Wizard =1

Create @ Password Rescet Diskc
e wizard will save password information about this user account to the disk in
the drive below.

| wwart to create a password key disk in the following drive

— SOMY_1E8GER (HD -

[ = Back 10 Meod > 1 [ Canc=l 1

Step 4

Forgotten Password Wizard =]

Curmment User Account Password
The wizard needs to know the cument password for this user account.

Make sure the disk is still in the drive. and then type the cument user
accourt password. I the account does not have a password. leave the box
blank.

Cumrent user account password:

[ <Back | MNed= | [ Cancel |
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Step 5

Forgotten Password Wizard | |

Creating Password Reset Disk
Please wait while the wizard creates the disk.

Progress: 100% complete

< Baclk Meod > Cancel

Step 6

Forgotten Password Wizard

Completing the Forgotten
Password Wizard

You'we successfully created a password reset disk for this
user accourt . Discard amy prewvious disks: they can no
longer be used.

Label this disk "Fassword Reset” and keep it in a safe
place.

To close this wizard. click Finish.

Entry to your account.

Resetting Your Password Using the Password-Reset Disk If you enter your
password incorrectly when you attempt to log on to your computer,
Windows will display a Reset password link under the password box. Click
it to launch the Password Reset Wizard. When prompted, select the drive
that contains the password key, and then type in a new password and
password hint. To access it, right-click Computer on the Start menu, and
select Manage. This will open Computer Management.
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From there, expand Local Users and Groups.

Creating a new user: Right-click on Users, select New User, and then enter the
user name. Optionally you may supply a full name, description, and
password. Click Create to make the account with the following options.

= User must change password at next logon
= User cannot change password
= Password never expires

= Account is disabled
= Account is locked out.

Odisha State Open University Page 27



