WINDOWS XP PROFESSIONAL

Before starting please ensure that you have the guest details and ensure that the operating
system is Windows XP if it is not Windows XP please refer to another guide.

1. Ask the guest to click ¢Start€ then go to dControl Panelg (if the user cannot find écontrol
panel @ this is because their start menu is set to classic. Ask the guest to go to settings
in the start menu and then click @ O 2 v i N.PRalternhtivelf)S ¢
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Defaults "
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2. Inthe control panel ask the guest to click on dswitch to classic viewe which is located in

the left corner of the window. Once this is done ask the guest to clickon & b S

| 2yySOGA2YAE

B Control Panel

File Edit View Favorites Tools Help

\_) L’ /ﬁ Search \i Folders v @FoldeySync

address |3 Control Panel

= Mame ~
u/‘ Control Panel 3 | & ccessibility Options

¥ Add Hardware
B switch to Category Yiew (L)Add or Remove Programs
4@ Administrative Tools

[ adobe Version Cue €53
0 Automatic Updates
=¥ Date and Time
} Display
[3)Folder Options
@ Fonts

‘& Game Controllers
B Indexing Options
@jlnternet Options

See Also

& ‘indows Update
) Help and Support

Q Metwork Setup Wizary

Comments
Adjust your computer settings for vision, hearing, and mobility.

Installs and troubleshoots hardware

Install or remove programs and Windows components.

Configure administrative settings for your computer.

Adobe Version Cue C53

Set up Windows to automatically deliver important updates

Set the date, time, and time zone for your computer.

Change the appearance of your desktop, such as the background, scre
Customize the display of files and folders, change file associations, and
Add, change, and manage fonts on your computer.

Add, remove, and configure game controller hardware such as joysticks
Change how Windows indexes files for searching.

Configure your Internet display and connection settings.

Customize your keyboard settings, such as the cursor blink rate and the
Microsoft Office Outlook Profiles

Customize your mouse settings, such as the button configuration, doub
Connects to other computers, networks, and the Internet.

Lannch the Nebwork Sebun \Wizard

LPhnne and Modem Of
QPowev Options
JyPrinters and Faxes
Q Regional and Language Options
%Scanners and Cameras

(-9 5cheduled Tasks
e Security Center
@, sounds and Audio Devices

<

onnects to other computers, networks, and the Internet. | modem settings.

your computer.

Shows installed printers and fax printers and helps you add new ones,
Customize settings for the display of languages, numbers, times, and d¢
Add, remove, and configure scanners and cameras.
Schedule computer tasks to run automatically.
Wiew your current security status and access important settings
Change the sound scheme for your computer, or configure the settings v
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4.

In Network connections ask the guest to read out the connections listed.

" Network Connections

File Edit View Favorites Tools Advanced Help T

@ Back ~ () }? 7 ) Search w‘ -~ Folders v g&‘l Folder Sync
Address {Q Network Connections 2 ‘ Go
- A Name Type Status Device M.

__LAN or High-Speed Internet

] Network Tasks

&= E«;zﬁte?:t?o?wew M| oca Area Connection LAM or High-Speed Inter...  Connected, Firewalled Parallels ]

Q E?fti(ipniﬂ,?;",i SRl __Virtual Private Netwq Parallels Network Adapter

@ Change Windows
Firewall settings

@ Disable this network
device

&, Repair this connection

Liverton Ltd Virtual Private Network Disconnected, Firewalled WAN Mini

@n Rename this connection

&) View status of this
connection

Change settings of this
connection

Other Places

[ Control Panel
N My Network Places
45 My Documents
i My Computer

Details

Local Area Connection vi< | >

If the user is connected by Wireless get the user to right click on the device and click
G/ 2yySOlG ¢2kpRAR2HYISOHIGE A0l 2y daf K205t
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If they are connectingby cabled [ 2 OF £ | NJ Ishoud Beyliste8. DieNo2ay ¢
area connectionislistedasa b SG ¢ 2 NJ / | 0 thed yodzyillnkedrdgat$he ¢
guest to:

1. Check to see if the cable is plugged in at both ends

2. Try a different port in the room

3. Try a different cable from reception

Otherwise if the connection is listed as disabled. Ask the guest to double click on
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6.

7. To change static addresses get the guest to click on the general tab ofthea f 2 OF f |

Ifthea [ 2 OF f
a[ 201 ¢
I RRNBaao L¥F
address.
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°s Network Connections

Edt ‘Wiew Favorites Tools Advanced He [T

@Back 84 \J

)
;- search || Folders .v ﬁ
‘I L o EgL < Local Area Connection Status id @
Address | & Network Connections — Go

| General| Suppott |

A Name

Network Tasks Connection status

ﬂ Address Type:
IP Address:

Subnet Mask:

LAN or High-Speed Internet

Assigned by DHCP
182.168.1.117
255.255.255.0
192.168.1.254 Minig

[&] Create anew
connection

% Set up a home or small
office network

@ Change Windows
Firewall settings Default Gateway:

@ Disable this network. :

device
R, Repair this connection
@]} Rename this connection

€ View status of this
connection

Change settings of this
connection

< Local Area Connection

Yirtual Private Network

Liverton Ltd

‘Windows did not detect problems with this
connection. If you cannat connect, click
Repair.

Other Places

@ Control Panel

g My Network Places

(£ My Documents -
g My Computer

Close

Details

Local Area Connection

R2Say Qi stticl NI

double click on

I NB land €ick 9hyh& sOpipokt 2aly. &sk the guest to read out the IP
GKS |

gAGK

NE I

02y y SO A 2 yandclick ot ptoperti@sahis will open the local area connection

properties. Ask the guest to double clickon & A y it S NY S
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-i- Local Area Connection Properties

General | Advanced |

Connect uging

‘ B8 Parallel: Ethemet Adapter

|

This connection uses the following items:

E,I File and Printer Sharing for Micrasaft Metwarks ~
U5 (155 Packet Scheduler
¥ Intemet Pratocal [TCPAIP)

E
< | =
Inztall... Uniristall

Dezcription

Transmiszion Contral Protocol/Internet Protocol. The default
wide area network. protocol that provides communication
across diverse interconnected networks.

[ Shaw icon in notification area when connected
Matify me when this connection has limited or no connectivity

ak ] ’ Cancel
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8. Ask the guest if there is numbers present in the internet protocol(TCP/IP)properties
box. If there is ask the guest to write down the numbers (These may be needed for a
private network they connect to at a business). Once this is done get the guest to click
ond h o GahIRYRRNB & a | dand@chtk ot dohtdinfDNSServer address
I dzii 2 Y| (aid @henfclitk& £ | ¢

General | Alternate Configuration
‘Y'ou can get [P seftings assigned automatically if your netwark supports

thiz capability. Otherwize, you need to ask your netwark. administrator for
the appropriate 1P settings.

(®) Obtain an IF address automatically
() Use the fallawing IP address:

(%) Obtain DNS server address automatically
() Use the fallawing DNS server addiesses:

[ Ok ] [ Cancel ]

9. Ask the user to open up internet explorer and if the user =N =5
can connect to the Vistagate page and input there -] 42 ] x || Googie £ -
account details and password the call has been resolved. B~ B v @ v Page v |G Tools <]
Otherwise proceed to checking the proxy settings in USRS ST -
. Diagnose Connection Problems...
internet explorer. ’

Pop-up Blocker b
Phishing Filter 3

10. To check the proxy settings, ask the guest to open up Manage Add-ons '

Internet Explorer 7. Work Offline
Windows Update
Full Screen F11

11. Ask the guest to click on the Tools drop down list located Menu Bar
on the right corner of internet explorer and then click on Toolbars '
internet options at the bottom of the list. S

Send to OneMote
Sun Java Console
Internet Options




12. This will open Internet options ask the guest to navigate to
thed / 2 y y S @b dncltkiod it.

Internet Options @

General ‘Semnty I Privacy I Content | Connections I Programs I Advancedl

Home page

/? To create home page tabs, type each address on its own line.
LT

-

[ Use current ][ Use default H Use blank

Browsing history

4k 1 Delete temparary fies, history, cookies, saved passwords,
¥} and web form information,

13. While in the connections tab ask the guest to clickon & [ !
& S G ( whitimisiotated on the bottom of the
connections tab

Delete, .. ] [ Settings ]
Search
(:} Change search defaults.
7
Tabs
Change how webpages are displayed in
tabs.
Appearance
Colors ][ Languages ][ Fonts ][ Accessibility ]
Internet Options @

| General | Security I Privacy | Cuntentl Connections | Programs I Advanced
- To set up an Internet connection, didk

Setup.

Dial-up and Virtual Private Network settings

Add...

Choose Settings if you need to configure a proxy

server for a connection.

(@ Mever dial a connection
(7 Dial whenever a network connection is not present
() Always dial my default connection

Local Area Network (LAN) settings

LAN Settings do not apply to dial-up connections. LAN settings

Choose Settings above for dial-up settings.

Apply

14. This will open the proxy settings. Get the user to clear all
if any boxes which are ticked

Local Area Metwork (LAN] Settings (=3

Automatic configuration

Automatic configuration may override manual settings. To ensure the
use of manual settings, disable automatic configuration.

[ automatically detect settings

|:| Use automatic configuration script

Proxy server

& Use a proxy server for your LAN (These settings will nat apply to
dial-up or VPN connections).

p—
a0

Bypass proxy server for local addresses




