East Middle School Preferred Computer Settings

and Healthy Fixes

Setting the Internet Explorer home page to East:
	There are 2 ways to access the properties for IE.  

#1-Right click on the IE icon on your desktop and select PROPERTIES.

#2-While in IE, select TOOLS and then INTERNET OPTIONS……..
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	You will then get this screen.  Where it says “Home page” type in the URL for East’s home page where it says ADDRESS, then click APPLY at the bottom of the screen, then click OK.
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Deleting cookies, temporary internet files, and history (where you’ve been on the Internet):

	1.  To delete cookies, click DELETE COOKIES and press OK (separate window).
2.  To delete temporary Internet files, click DELETE FILES, press OK (separate window), and wait.  Sometimes this step takes several minutes.

3.  To delete your history tracks, click on CLEAR HISTORY and press OK (separate window).  I always set my computers to “Days to keep pages in history – 1).
When finished, click OK at the bottom of the screen.

Clearing the temporary Internet files (#3) will delete several megabytes from your hard drive, thus enabling your computer to run a little faster.  
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Reinstalling the Infinite Campus icon on your desktop:

	Click on the START menu and select RUN.  Key in icsetup.bat then click OK.
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Deleting a Yahoo or Google toolbar:

	1.  Click on the START menu, select SETTINGS, then CONTROL PANEL.
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	2.  Choose ADD OR REMOVE PROGRAMS and wait for the list to populate.
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	3.  Scroll to find the GOOGLE or YAHOO toolbar.  Click to select, then click on CHANGE/ REMOVE.  Follow the prompts to remove it.
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Defragmenting the hard drive:

	Click on the START menu, go to PROGRAMS, select ACCESSORIES.  Then select SYSTEM TOOLS, then DISK DEFRAGMENTER.  Follow the prompts to defragment your Local Disk (C): drive.  This task will improve your computer’s performance.
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GroupWise: deleting and emptying SENT items and TRASH:
(this is like the Roto-Router of email – keeps the pipes clean, and your computer more efficient)
	To clear out SENT ITEMS, click on that icon.  All the items you have sent will appear to the right.  Click on the top item, scroll to the bottom of the list, hold the SHIFT key down, and click on the last item.  Right click and choose DELETE and EMPTY.
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	If you opened an email and have finished reading it, and decide you no longer need this email, go to the tool bar, click on the little arrow opposite the trash can, and select DELETE and EMPTY.
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	If you see an email from your list you know you want to delete (without opening it first), right click on that email and select DELETE and EMPTY.
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	For items in your trash, right click on the TRASH, and select EMPTY TRASH.
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GroupWise folders are missing:

	Go to VIEW and select FOLDER LIST.
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GroupWise, change password:

	To change your GroupWise password, click on TOOLS and select OPTIONS.  At the next screen dbl. click on SECURITY.
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	At this screen, key in your old password.  Then enter the new password you wish to use, and then confirm your new password by entering it again.
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Novell (network) Login Password change:
	I can not take a screen shot of this one, so follow these instructions:

· Login using your old password

· Press the keys CTRL/ALT/DEL

· At this screen, click on CHANGE PASSWORD………..

· Follow the prompts to change the password


