
P t e  L t d

T h i s  d o c u m e n t  c o n t a i n s  t h e  f o l l o w i n g :

            D e t a i l s  o n  h o w  t o  “ M o d i f y  y o u r  w i n d o w s  
E x p l o r e r  S e t t i n g s  –  t o  f i n d  F i l e s  e a s i e r

  D e t a i l s  o n  h o w  t o  “ V i e w  M y  R e c e n t
D o c u m e n t s  –  w i t h  h u n d r e d s  o f  e n t r i e s ”

  “      W h a t  W i n d o w s  E x p l o r e r  c o u l d  l o o k  
l i k e ”

  C h a n g i n g  y o u r  R e g i o n a l  S e t t i n g s  –  t o
m a k e  t h e  s y s t e m  c l o c k  2 4  h o u r s .
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P t e  L t d

From: +UDP Technical Support Group
Company: X- PAT Pte Limited
Phone: Office:  (65) 686 22 861
Email Address: support@improving  UDP  .com  
Date: January 12, 2005

Subject: improving USER DESKTOP PRODUCTIVITY +UDP
Disclaimer:

(What our Lawyers 
told us we must say!)

While the information provided in this document is designed to assist computer users, X-PAT Pte Limited, its
directors or staff, accepts no responsibility for the accuracy of the advice.  The information is provided in
good faith to assist users perform their computer tasks more efficiently and productively.  All users are
recommended to experiment to ascertain the methods and approaches that best suites them and their needs.

E&EO

Reference: Desktop Settings:  Once Customised – Never Lost!

Comments Details
Compatibility: Works  on with the following

Operating  Systems  and
Versions of Microsoft Office.

Windows 2000 or later and Office 2000 or later.

Issue: Let us look at a way of using
Windows  Explorer  more
effectively  to  find  all  our
files as quickly as possible. 

Warning: This  suggestion  to  improve
productivity in using Windows
Explorer,  may  not  be
appropriate for all users.
We  suggest  that  users
investigate the approach, and,
if it works for you, use it!

Strategy: Users  adopt  a  pattern  of
using  the  same  files  and
directories  on  their
computers.  They use certain
areas  of  their  system  and
keep  returning  to  the  same
file(s) or directory.
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Comments Details
Recommend-
ation:

This strategy assists the user
find the
files & directories 
that  you  have  been  working
with/in recently.

The whole strategy is based on the fact that your
operating  system  keeps  track  of  your  ‘Most
Recent Documents’

Remember: When  you  open  and  close  a
file  without  modification,
that  action  will  not  change
the  ‘Date  Modified’  so  your
system will  not  register  the
fact  that  the  file  has  been
opened.   
Use the SAVEclose icon, and
you  will  change  the  “Date
Modified’ even if you have not
changed the contents.

Step 1: Everyone is familiar with 
Start / Documents

This shows a list of list a shortcut to the last 15
files you have saved.
Unfortunately, this  list is  virtually  useless as it
includes  all  file  types  and  there  are  no  sort
options.

Step 2: Open your own “/Documents &
Settings” folder and drag the
sub-folder called:
‘My Recent Documents’ to the
Quick Launch Bar.
Open this folder.

At least this list is significantly longer (too long?),
and as they are all File Type ‘Shortcut’ you can
only sort them by:
Date Modified   &   Name.
This is only of Limited Value:

Step 3: Open ‘My Recent Documents’
Icon

If you are looking for a recent
file, you can rearrange the list
as follows:

1st By Details ( you probably
have)
Then Select “Arrange Icons
by”
2nd Select “Modified”
and
3rd Select “Show in Groups”
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Comments Details

My Recent
Documents

. . .  will
show you:

Today
Yesterday

Earlier 
this Week

This Month

Last Month
This Year
Last Year

Issue:  This will not hold these
settings as this folder is a
quasi Explorer Folder.

Each time you open this list you will have to
reorganize it this way to be of use.

Step 4: BUT, you could use Windows
Explorer this way for ALL
your folders, as the Default:
While in the ‘My Recent
Documents’ folder, with the
settings above, Make this
layout your default.
A] Close ALL Windows –

except word with this
document.

B]  From Quick Launch, open
‘My Recent Documents’

C]  Tools / Folder Options /
View 
and select “Apply All
Folders, and answer yes to
the acknowledgement.
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Comments Details
Step 5:

As you can see,
all your folders

except My
Documents are
now in this new

format.
Let use point
out how the

files are sorted
when you select

this option. .
   

 Default

You will notice
that within

Today,  (and
each Time

Category) the
entries are

listed in strict
alphanumeric

order:
1st  Folders

2nd Files
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Comments Details

There are not
too many

options now left
to you, but you

can sort ALL on
the page into
alphabetical

headings:

Click Name

You would do
this if the
amount of

Folders and
Files was longer

than it really
should be!
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Comments Details
And you can

sort by Type
and Size as

before:

Excel
Word 

Etc 
or

Tiny(!)

Small

Medium

Large
(1MB +)

Folders

+UDP from X-PAT PTE LIMITED www.improving  UDP  .com  
Office: (65) 686 22 861  EMAIL:   support@improving  UDP  .com  



P A G E  8  O F  8  F R O M    + U D P  T E C H N I C A L  S U P P O R T  G R O U P  

Comments Details
Step 6: Now that we are dealing with

everything by Date, it may be
easier to change your Regional
settings to a 24 hour clock.

This is how to do that.

Step 6a:

Control Panel:

Settings / Regional Settings /
Regional Options /
Customize / 

Step 6b:

And change the Time Format
Option to “HH”

Ignore AM and PM settings

And
remember:

When  you  use  the  ‘Open
Button’  within  an  Office
Program,  that  you  will  be
accessing  the  standard  My
Document Folder.

You will therefore see the files and folder list in
that Format – as is current at the time.

Version: Dated: January 2, 2005 Version #: 2.03

X-PAT Pte Ltd

Support Manager
+UDP Technical Support Group
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