Personalizing Your Computer
Personalizing your workspace overview
In Windows 2000, you have a broad range of choices for customizing your computer environment to suit your work habits and personal preferences. You can change the way things look on the screen and change the behavior of the mouse and keyboard. For example, you can change the Windows 2000 color scheme or set the mouse to open files with a single click instead of a double click. 
You can also add and remove items from the desktop and Start menu. Many users put shortcuts on the desktop or the Start menu for quick access to the files and programs they use most often. Depending on your country or region of the world, you can install additional languages, add and switch between keyboard layouts, and choose formats for displaying times, dates, numbers, and currency. 
If your computer is used by more than one person, each person can customize the computer without erasing another person's settings. Windows 2000 automatically saves the settings for each user and activates that user's settings when the user logs on.
To put a shortcut on the desktop
 1.
Open Windows Explorer. 
 2.
Click the item, such as a file, program, folder, printer, or computer, for which you want to create a shortcut. 
 3.
On the File menu, click Create Shortcut. 
 4.
Drag the shortcut icon from Windows Explorer onto the desktop. 
Notes

To open Windows Explorer, click Start, point to Programs, point to Accessories, and then click Windows Explorer. 

You can use the shortcut as a fast way to open the item. 

To change any settings for the shortcut, such as the kind of window it starts in or the key combination that opens it, right-click the shortcut, and then click Properties. 

When you delete a shortcut, the original item still exists on the disk. 

You can also drag the item to the desktop with the right mouse button, and then click Create Shortcut(s) Here. 
To add a shortcut to the Start menu or a submenu
 1.
Click Start, point to Settings, and then click Taskbar & Start Menu. 
 2.
Click the Advanced tab. 
 3.
Click Add, and then follow the instructions in the Create Shortcut wizard. 
Note

To open the Taskbar and Start Menu Properties dialog box, right-click an empty area on the taskbar, and then click Properties. 
To set the mouse to single-click or double-click
 1.
Open Mouse in Control Panel. 
 2.
On the Buttons tab, under Files and Folders, select one of the following: 

Single-click to open an item allows you to point to an item to select it and click once to open it. 

Double-click to open an item allows you to click once to select an item and double-click to open it. 
Notes

To open a Control Panel item, click Start, point to Settings, click Control Panel, and then double-click the appropriate icon. 

Single-click to open an item enables you to click once in many places where you would normally double-click. For example, you can click an icon to start a software program. 
To change the way your keyboard responds
 1.
Open Keyboard in Control Panel. 
 2.
Make changes as follows: 

To adjust how much time elapses before characters repeat when you hold down a key, drag the Repeat delay slider. 

To adjust how quickly characters repeat when you hold down a key, drag the Repeat rate slider. 
Note

To open a Control Panel item, click Start, point to Settings, click Control Panel, and then double-click the appropriate icon.
To change your screen resolution
 1.
Open Display in Control Panel. 
 2.
On the Settings tab, under Screen area, drag the slider, and then click Apply. 
Notes

To open a Control Panel item, click Start, point to Settings, click Control Panel, and then double-click the appropriate icon. 

A higher screen resolution reduces the size of items on your screen and increases the size of your desktop. 

Your monitor and display adapter determine whether you can change your screen resolution. 
To set or change the background of your desktop
 1.
Open Display in Control Panel. 
 2.
On the Background tab, do one or more of the following: 

Select a background picture from the wallpaper list. In the Picture Display list, click Center, Tile, or Stretch. 

Click Pattern to open the Pattern dialog box. Under Pattern, click the desired pattern.
Notes

To open a Control Panel item, click Start, point to Settings, click Control Panel, and then double-click the appropriate icon. 

Background pictures may have the following file extensions: .bmp, .gif, .jpg, .dib, .htm. 

You can set an .htm document as your wallpaper by saving the document to your hard drive. On the Background tab, click Browse to find your saved document and set it as your wallpaper. 

If you choose an .htm document as your background picture, the Center, Tile, and Stretch options are unavailable. 

The Pattern button is dimmed if your background picture is tiled or stretched. 

You can also customize a pattern design. 
To set or change a screen saver
 1.
Open Display in Control Panel. 
 2.
On the Screen Saver tab, under Screen Saver, click a screen saver in the list. 
Notes

To open a Control Panel item, click Start, point to Settings, click Control Panel, and then double-click the appropriate icon. 

After you select a screen saver, it will automatically start when your computer is idle for the number of minutes specified in Wait. 

To clear the screen saver after it has started, move your mouse or press any key. Or, if you have assigned a screen saver password, type your logon password. 

To view possible setting options for a particular screen saver, click Settings on the Screen Saver tab. 

Click Preview to see how the selected screen saver will appear on your monitor. Move your mouse or press any key to end the preview. 
To adjust the volume for multimedia playback devices
 1.
Open Sounds and Multimedia in Control Panel. 
 2.
On the Audio tab, under Sound Playback, click Volume. 
 3.
In the Volume Control dialog box, under Volume Control, drag the Volume slider up or down to increase or decrease the output volume. 
Notes

To open a Control Panel item, click Start, point to Settings, click Control Panel, and then double-click the appropriate icon. 

You can limit programs to a specific sound card on the Audio tab by selecting that sound card in Preferred device, and then selecting Use only preferred devices. 

If the Show volume control on the taskbar check box is selected on the Sounds tab and your sound card volume can be changed using software, a speaker icon appears on the taskbar. You can then change the volume by clicking that icon and adjusting the slider. 
To change your computer's time and time zone
 1.
Open Date/Time in Control Panel. 
 2.
On the Date & Time tab, select the item you want to change. 

To change the hour, select the hour, and then click the arrows to increase or decrease the value. 

To change the minutes, select the minutes, and then click the arrows to increase or decrease the value. 

To change the seconds, select the seconds, and then click the arrows to increase or decrease the value. 

To change the am/pm indicator, select it, and then click the arrows. 
 3.
On the Time Zone tab, in the box above the map, click your current time zone. 
Notes

To open a Control Panel item, click Start, point to Settings, click Control Panel, and then double-click the appropriate icon. 

Windows uses the time setting to identify when files are created or modified. 

If you want your computer's clock to be adjusted automatically when daylight saving time changes, make sure the Automatically adjust clock for daylight saving changes check box is selected. 
To specify how your computer interprets two-digit years
 1.
Open Regional Options in Control Panel. 
 2.
On the Date tab, click the arrows under When a two digit year is entered, interpret as a year between to set the ending year. 
Notes

To open a Control Panel item, click Start, point to Settings, click Control Panel, and then double-click the appropriate icon. 

This feature has a 100-year span. The default span is 1930 to 2029. 

A program that uses this option to interpret two-digit years will consider the years between (and including) 30 and 99 to be preceded by 19, and years between (and including) 00 and 29 to be preceded by 20. For example, 99 will be interpreted as 1999 and 01 will be interpreted as 2001.

Four-digit years are not affected by this option. 

Not all programs use this option. If the program you are using does not correctly interpret two-digit years, consult the documentation or manufacturer of that program. 
To install additional languages
 1.
Open Regional Options in Control Panel. 
 2.
On the General tab, under Language settings for the system, select the check box next to the language group you want to install. 
Notes

You must be logged on as an administrator or a member of the Administrators group to complete this procedure. If your computer is connected to a network, network policy settings may also prevent you from completing this procedure. 

To open a Control Panel item, click Start, point to Settings, click Control Panel, and then double-click the appropriate icon. 

To complete the installation of language groups, you must insert the Windows 2000 CD-ROM or have access to the system files from the network. Once the languages are installed, Windows 2000 prompts you to restart the computer. 

With multiple languages installed on your computer, you can compose documents that contain more than one language. Any recipients of multilingual documents must also have the same languages installed on their computers to read or edit the documents. 
To add an input locale and keyboard layout
 1.
Open Regional Options in Control Panel. 
 2.
On the Input Locales tab, click Add. 
 3.
In the Add Input Locale dialog box, click the input locale and keyboard layout or Input Method Editor (IME) you want to add. 
Notes

To open a Control Panel item, click Start, point to Settings, click Control Panel, and then double-click the appropriate icon. 

You add input locales to specify the language and keyboard layout or IME you want to use to type. When you add an input locale, a keyboard layout or IME for that language is also added. Keyboard layouts and IMEs vary to accommodate the special characters and symbols used in different languages. 

When the Enable indicator on taskbar check box on the Input Locales tab is selected and you have two or more input locales installed, an indicator representing the current input locale appears on the taskbar. To quickly switch between input locales, click the indicator, and then click the input locale you want to use. 

You can add input locales for any installed language group. If you do not see the input locale you want, then install the language group that contains the input locale. 
To switch to another input locale

On the taskbar, click the indicator representing the current input locale, and then click the input locale you want to use. 
Notes

You switch to another input locale so that you can compose documents in a different language using the keyboard layout or Input Method Editor designed for that language. 

You can use a different input locale for each program you use. For example, you can use one input locale to create documents using WordPad and another input locale at the command prompt. To set this up, open the program you want, and then select the input locale to be used for that program. Each time you switch to that program while it is running, the input locale you selected is active. However, once you close the program, you will need to select the input locale again for that program the next time you start it. 

If the indicator does not appear on the taskbar, click Start, point to Settings, and then click Control Panel. Double-click Regional Options, click the Input Locales tab, and then click Enable indicator on taskbar. This option is disabled if you have only one input locale installed. 
