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SEARCHING FOR PEOPLE 
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Searching for People   

If you have Outlook or another similar program it is probable that you have an address book, which is like an 
agenda. This option allows you to search for the name of a person in the address book. 

Click Start. 

Select the option Search. 

Once the window is open select Computers or people and then People in your address book, the following 
window will open. 
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Unit 7.  Configuring the Screen (I) 
 

Configuring the screen is important because sometimes we spend many hours in front of the screen, so we 
recommend spending a few minutes configuring our desktop so that it can be the most comfortable as possible.  

Click with the right mouse button somewhere that has no icons on the desktop and select the option Properties 
from the shortcut menu that is displayed. The Display properties window will appear where we can change the 
configuration parameters 
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THE BACKGROUND OR WALLPAPER 
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THE SCREENSAVER 
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HOW TO CUSTOMIZE THE WINDOWS AND SCREEN 
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CONFIGURING THE MOUSE 

The mouse is a tool that is used constantlly and it is recommended that you 
have it set up to our needs .  

Select the Control Panel from the Start menu. Now select Printers and Other 
Hardware and double-click on the mouse icon and the Mouse properties 

window will open, as in the example below. On the Buttons tab you can adjust 
the set up of the mouse to suit your needs
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POINTER OPTIONS 
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THE WEEL 
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