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This document contains the following:

Details on how to "Modify your windows
Explorer Settings - to find Files easier

*

Details on how to "View My Recent
Documents - with hundreds of entries”

*

*

"What Windows Explorer could look
like"

Changing your Regional Settings - to
make the system clock 24 hours.

*
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From: +UDP Technical Support Group
Company: X- PAT Pte Limited
Phone: Office: (65) 686 22 861
Email Address: support@improvingUDP.com
Date: January 12, 2005
Subject: improving User DeskTop ProbucTvTy +UDP
While the information provided in this document is designed to assist computer users, X-PAT Pte Limited, its
Disclaimer: directors or staff, accepts no responsibility for the accuracy of the advice. The information is provided in

(What our Lawyers ~ good faith to assist users perform their computer tasks more efficiently and productively. All users are
told us we must say!) recommended o 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 Windows 2000 or later and Office 2000 or later.
Operating  Systems  and
Versions of Microsoft Office.

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 refurning to the same
file(s) or directory.

+UDP from X=PAT Pre Lmrren www.improvingUDP.com
Office: (65) 686 22 861 EmaiL:  support@improvingUDP.com




Prge 3 ofF £ Feom  +UDP TecHNieat SurrorT Grour
Comments Details

Recommend-  This strategy assists the user The whole strategy is based on the fact that your

ation: find the operating system keeps track of your ‘Most
files & directories Recent Documents’
that you have been working
with/in recently.

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 This shows a list of list a shortcut to the last 15
Start / Documents 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 & At least this list is significantly longer (too long?),
Settings” folder and drag the  and as they are all File Type ‘Shortcut’ you can
sub-folder called: only sort them by:
'‘My Recent Documents’ to the = Date Modified & Name.
Quick Launch Bar. This is only of Limited Value:
Open this folder.

Step 3: Open 'My Recent Documents'’
Icon

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

View Favorites  Tools
Toclbar »

Status Bar

Help

as follows: ~ Explorer Bar P
st . # Details

1*'" By Details (you probably o

have) Size

Then Select "Arrange Icons Type

by” # Modified

2" Select "Modified" + Show in Groups

and ......

3™ Select "Show in Groups"
+UDP from X-PAT P Limrren www. improvingUDP.com
Office: (65) 686 22 861 EmaiL:  support@improvingUDP.com
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Comments

Details

Name |_pate Modified I Size | Type
Today
B $$master v +UDE -m 8/01/2005 23:25 1KE Shorkocub
My Recen"' [ $Questionnaires 8/01/2005 23:31 1KB Shorkcub
B +UDP -m Explorer - finding that file more easily 012005 23121 1 KB Shortcut
D 1, B +UDP -m Outlook - Year End RollOver approach +1 8/01/2005 22:40 1KE Shorkcut
ocumen S ] +UDP Questionnaire 1 Latest Bf01/2005 09:19 1 KB Shortcut
B +UDP -x Internet Explorer - name and open direct link 8/01/2005 22:44 1KE Shorkcut
B+ UDP ¢ 'Open IE in MNew window' - Resizing ZZZ 012005 22141 1 KB Shortcut
Ellzo0z 8/01/2005 15:55 1KE Shorkcut
. [aDAccessLOG 8/01/2005 14:04 1KE Shorkcut
... WI ” 5B calling SET 8/01/2005 15:04 1KE Shorkcut
fasound 8012005 13:04 1KE Shortcue
. S Susie, Kitky & Tania 8/01/2005 12:56 1KE Shorkcut
s hOW you . 57 tania susie and Kitky 8/01/2005 12:59 1 KB Shorkcuk
[ THT-bdays 2001 SI01/2Z005 12:56 1KE Shortcut
Eflweb Stats 2004 (4 months) 8/01/2005 06:19 1KE Shorkcut
Ef]web Stats Z00S - Current Bf01/2005 06:19 1 KB Shortcut
B Excel Dropdown tools Change a conkrol 8/01/2005 23:36 1KE Shorkcut
Toda [ Micrasoft - Learning 8/01/2005 23:36 1 KB Shorteut
y S wo-Dm £/01/2005 235:44 1KE Shorkcut
) WO-DM_Mame 8012005 2344 1KE Shortcub
yes-l-er\ day S WD-DM_Type 8/01/2005 235:45 1KE Shorkcut
) WD-DM_Size 8/01/2005 23:45 1KE Shortcut
[ WE-Help 2/01/2005 23:45 1KE Shortcut
Yesterday
Ear‘ l ler EBU DAILY RM Tosh to F 7I01/2005 19116 1 KB Shortcut
Eflcisco Questionaire w1 7{01/2005 07 :58 1KE Shorkcut
. Bl cisco Questionaire va 7{01/2005 17:24 1KE Shorkcut
Thls Week Bl <isco Questionaire vob FIO1f200S 17129 1 KB Shortcut
S ExcYBALFLewSLO1Demo 7{01/2005 17:15 1KE Shorkout
Bl 6-1-05 FIO1/2005 18146 1 KB Shortcut
Gy Project 0904 7{01/2005 07:38 1KE Shorkcut
. B singTel ADSL Settings 12-03 -others 7I01/2005 06:35 1 KB Shortcut
Thls MonTh FEIXLS7T Grouping Activel Option Butkons on a Workshest 7{01/2005 12:56 1KE Shorkcut
Earlier this week
a0 4% Frequently users Docs &/01/2005 13143 1 KE shortcut
Las-l- MO n-'-h B $+UDPOverviewInfomation 4/01/2005 20:18 1KE Shorkocub
B $receint Mew Address 4/01/2005 09:30 1KE Shortcut
. | _comments 2P + 03 codes 5/01/2005 00:32 1KE Shorkcut
Thls yaar _Masters 5/01/2005 06: 14 1KE Shortcub
Bl +UDP Questionnaire 1 4/01/2005 20:40 1KE Shorkcut
B 1-Backup-month-Current . bkF 2/01/2005 12:09 1KE Shorkcut
Las"’ year‘ T102) UDP OVERVIEW 4/01/2005 14:10 1 KB sShortcut
-4 G Overview 3/01/2005 16:23 1KE Shorkcut
[ 3EOverview F01/2005 16114 1 KB Shortcut
. i oo P
B S

Issue: This will not hold these Each time you open this list you will have to

settings as this folder is a
quasi Explorer Folder.

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.

Folder Dptions L

General  View I Filz Typesl Oifline Filesl

20

- Folder views

{ Apply to All Folder i

“You can apply the view [such as Details or Tiles) that
vou are using for this folder to all folders.

Reset &ll Folders

Advanced settings:

I Files and Folders

Display file size infarmation in folder tips

Display the contents of system folders
Dizplay the full path in the address bar
Display the full path in the title bar
Do not cache thumbnaiks
(=) Hidden files and folders
O Do not show hidden files and folders
(& Show hidden files and folders
Hide: extensions for known fils types

[ Autematically search for netwark falders and printers

Display simple folder visw in Explorer's Falders fist

=

Restore Defaults

o

Cancal |

Fippl
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Comments Details
Step 5:
As you can see, Narne | piate ModFied | 5ze | Tyze
all your folders
except My L
Documents are [CReephy Company BB 12-04 8012005 23:29 Fle Folder
now in this new [C)Reply Company CAT 1-05 8/01/2005 23:18 File Folder
format. I'?iﬂQuestionaire +U0P Advanced aJ01 /2005 21:32 263KB  Microsaft Excel Wor...
Let use po int E_‘]Questionaire +LIDP Basic . 8/01/2005 10:16 291 KB Micmsuft Excel Wor..,
Ii—‘ﬂQuestlonalre +UDP Intermediate 43 8/01/2005 19:47 292K Microsaft Excel Wor, .
out how the T , .

) _JQuestlonalre +UDP Cvervien 8/01/2005 22:26 294 KB Microsaft Excel Wor. .
files are sorted B uestionaire Company & B101/2005 17:52 JB4KE Microsaft Excel War. .
when you select @]Questionaire Campany BB 8/01/2005 23:31 108 KE  Micrasoft Excel Wor, .,

this option. . & uestioneite Company CAT B01/2005 22:05 286K Micrascft Excel War..,
Yesterday
Default |
@Questionaire +UDP Intermediate 42 71012005 0835 A55KE  Microsaft Word Dot .,
You will notice Ealiet this week
that within B |
Tod d _']Questlonalre +UDP Comments 6/01/2005 21:21 4KE  Rich Text Format
oday, (an B8] uestionaire +LDP Intermediate V1 6012005 18:08 3KE Mcrosoft Excel W,
each Time @Questinnnaire Dev 01 4/01/2005 20:40 190KB  Microsaft Office Inf...
Category) the
. Last year
entries are
listed in strict EFom3 251202004 0%:13 2KB XML DacLment
alphanumer'i c -EJQQ 28 - new addins 25/12/2004 0359 190KE  Microsoft Office Inf..
order: %E,]Questionnaire Biasic Format 25/12/2004 09:43 190KB  Microsoft Office Inf...
st %LjTemp\ate from Sconul - Pub 16]12/2004 0640 269K Microsaft Office Pu. .,
1 Fgld.er's Iﬂ_]Wurd Forms 18]12}2004 06:17 24KB  Microsoft Word Dac...
2" Files
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Comments Details
There are not - Hame | Date Modified | Size | Type
too many
. F
options now left
to YOU bLIT YOU %]Forma 25/12/2004 09:13 ZKB ML Document
can sort ALL on 0
e e info e
fh pag nT @QQ 28 - new addins 25/12/2004 08:59 190KE  Microsoft Office Inf...
al phabeh cal & questionare +UDP Advanced 812005 21132 253KE Micrasoft Excel War..,
headi ngs: B qusstionairs +UDP Basic B/01f2005 10:16 291KB  Microsoft Excel ...,
lﬂ_]Questionaire +UDP Comments 6/01/2005 21:21 4 KB Rich Text Format
. i%]Questionaina +UDP Intermediate Y1 60112005 18:08 31KB  Microsaft Excel Waor..,
CI | Ck Name @Questionaire +UDP Intermediate Y3 B/01/2005 19:47 292KB  Microsoft Excel Wor.,,
@-}Questionaire +UDP Cwverview BI01/2005 22:26 234 KB Microsoft Excel Wor..,
@Questionaire Compariy & Bf01/2005 17:52 ZB4KE  Microsoft Excel Wor..,
You WOUId dO i%:]Questionaire Company BB BI01f2005 23131 108KE  Microsoft Excel War,.,
ThlS lf ‘rhe @]Questionaire Carpaniy CAT Bi012005 22:09 286 KB Microsoft Excel War..,
amount Of h;E]Questionna\re Basic Format 25]12/2004 09:43 190 KB Microsaft Office Inf...
F Id s d @Questionna\re Dev 01 40112005 20:40 190 KB Microsaft Office Inf..,
olders an lijuestionaire +UDP Intermediate Y2 71012005 D&:35 655 KB Microsoft Word Doc,..
Files was longer
. R
than it really
s hOU ' d bel [C9Reply Compary B 12-04 Bf01/2005 23:29 File Folder
[C9Reply Compary CAT 1-05 B01/2005 23:18 File Folder
T
l%]TempIate frarm Scanul - Pub 18/12/2004 06:40 280KE  Microsoft Office Pu..,
w
I@:]Word Fatms 18/12/2004 06:17 24 KB Microsoft Word Dac..,
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Comments Details
And you can
so r'T by Type Narig | Diate Modified | Size | Tvpe
C(nd Slze as File Folder
befo re. C)Reply Company B8 12-04 Bi01/2005 2329 File Folder
Reply Company CAT 1-05 Bi01j2005 23:15 File Folder
Excel Microsoft Excel Worksheet
WO r‘d @._.]Questiunaire +LDP Advanced Bi01/z2005 21232 283KB Microsoft Excel Wor..,
ETC @_]Questionaire +UDP Basic 5i01j2005 10:16 291KB  Microsoft Excel Wor..,
I%]Quzastionaina +UDP Intermediate Y1 6i01j2005 18:05 31KB  Microsoft Excel Wor..,
or @Questionaire +UDP Intermediate Y3 Hi01j2005 19:47 292KB  Microsoft Excel Wor..,
@._.]Questiunaire +UDP Overview §i01j2005 22:26 294KB Microsoft Excel Wor..,
@_]Questionaire Company & 3012005 17,52 264 KB Microsoft Excel Wor..,
I%]Quzastionaina Company BE Bi01j2005 23:31 108KB  Microsoft Excel Wor..,
@Questionaire Company CAT #i01j2005 22:05 286 KB Microsoft Excel Wor...
Microsoft Office InfoPath Form Template
@JQQ 28 - new addins 2501202004 08:59 190KB  Microsoft Office Inf...
@Questionne\re Basic Format 2501202004 09:43 190KB  Microsoft Office Inf...
@]Questionne\re Dev 01 4i01j2005 20:40 190KB  Microsoft Office Inf...
Microsoft Office Publisher Document
L‘E]Temp\ate from Sconul - Pub 18{12/2004 06:40 269KB  Microsoft Office Pu...
Microsoft Word Document
IEﬂQuestionaina +LDP Intermediate Y2 7{01/2005 06:35 655 KB Microsoft Word Do,
lﬂ_."]Word Forms 18{12/2004 06:17 24KB  Microsoft Word Doc..,
Rich Text Format
@Questionaire +UDP Comments 6i01j2005 21:21 4KB Rich Text Format
XML Document
Hroma 250122004 09:13 2KB ML Dacument
Name: | Date Modified | Size | Type
Tiny(!)
ny * Tiny
@FurmS 25012(2004 09:13 ZKB WML Document
S mql l @_T]Questmnaire +LDP Comments 6/01/2005 21:21 4KB  Rich Text Format
@Questmnaire +UDP Intermediate ¥1 £/01/2005 18:08 31KB  Microsoft Excel Wor...
@]Wmd Forms 18/12/2004 06:17 24KB  Microsoft Word Doc...
Medium o
\_E._-]Questwonaire Company BB /012005 23:31 108KE  Microsoft Excel War...
Large _
Medium
(IMB +)
@QQ 28 - new addins 25112(2004 03:59 190KB  Microsoft Office Inf...
E_E]Questmnaire +UDP Advanced 8/01/2005 21:32 283KB  Microsoft Excel Wor...
F I d _@Questmnaire +UDP Basic B/01/2005 10:16 291 KB Microsoft Excel Wor...
olders B e ;
._]Quest\onalre +UDP Intermediate w2 7/01/2005 06:35 655 KB Microsoft Word Dac..,
@jQuestmnaire +UDP Intermediate 3 /01/2005 19:47 292KB  Microsoft Excel Wor..,
@Questmnaire +UDP Overview /01/2005 22:26 294 KB Microsoft Excel Wor...
@Questmnaire Company & B/01/2005 17:52 284 KB Microsoft Excel Wor...
_@_]Questmnaire Company CAT 8/01/2005 22:05 286K Microsoft Excel Wor..,
@Quest\onnaire Basic Format 251212004 09:43 190KB  Micrasoft Office Inf,.,
n?_A';iQuest\onnaina Dev 01 4/01/2005 20:40 190KB  Microsoft Office Inf...
@._.]Temp\ate from Sconul - Pub 18/12/2004 06:40 260 KB Microsoft Office Pu...,
Folders
[CReply Company BB 12-04 &/01/2005 23:29 File Folder
[)Reply Company CAT 1-05 /01/2005 23:18 File Folder

+UDP from X=PAT Pre Lmrren www.improvingUDP.com
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Comments Details
Step 6: Now that we are dealing with 21|
ever‘yfhing by Da'l’el it may be Fegional Options | Languagesl Advancedl

~ Standards and formats

easier to change your Regional
settings to a 24 hour clock.

Thiz option affects how some programs format numbers, curencies,
dates. and time.

Select an item to match its preferences, or click Customize to chooze
your own farmats:

|English [Bustralial

This is how to do that.

Samples

Mumber.  [123 456,783.00
Step 6a: Curercy:  [3123,456,768.00

Time: 140356

Short date: |9;U1 £2005

Control Panel: .
Long date: |Sunday, 9 January 2005

Settings / Regional Settings / ~Logation
. . To help zervices provide you with lozal information, such az news and
Reg|onal Op'l'thS / weather, select your present location:
Customize / Jtcatdie |
0k, | Cancel | Apply |
Numbersl Currenicy  Time |Date I
i~ Sample
Time zample: |1 4:04:29
Step 6b:
Time format;
And Ch('mge The T‘me For‘m(l'f Time zeparator: iﬁ
Option to "HH" M gkl [aM -
P zymbaol: Fhd -

Ignore AM and PM settings

Time format notation
h=hour m=minute s=second t=amorpm

hi=12 haour
H =24 hour

b, . 33 = lzading zero
h. m, 5 = no leading zero

ok, I Cancel | Apply |

And When you use the 'Open You will therefore see the files and folder list in
remember: Button" within an Office that Format - as is current at the time.
Program, that you will be
accessing the standard My
Document Folder.

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

X-PAT Pte Ltd

Support Manager
+UDP Technical Support Group
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