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USING THE 

“LOCK WORKSTATION”

COMMAND
Why use “Lock Workstation”?  When you are logged in to your computer as YOU, anyone can do anything they want on the computer (send/delete mail - visit inappropriate websites - install/uninstall programs, folders and files – etc.), and you are the one responsible.  
Is locking my workstation hard?  No…it takes only 5 seconds to lock it, and another 5 seconds to unlock it.

How do I lock my workstation?  Follow the directions below:

1. You do not have to close down any programs you have open. (Reminder: If you have Outlook open and the server goes down, you may lose some of your mail.  It’s a good idea to close Outlook if you’ll be gone for more than a few minutes.  It’s also a good idea to close any internet browsers you have open, as you are using bandwidth and $.)
2. Press the Ctrl/Alt/Delete keys (just like you do when you log in).

3. You will now see a window that shows a number of options.

4. Click once on  the LOCK WORKSTATION  button.

5. You’ll now see the “Locked Workstation” window.

6. You are now ready to leave the computer  safely.

How do I unlock my workstation?  Follow the directions below:
1. Notice that the “Locked Workstation” window tells you to “Press Ctrl/Alt/Delete to Unlock this Workstation”.

2. Press Ctrl/Alt/Delete and you’ll see another window.

3. Enter your login password in the password line.

4. Click OK.

5. You’re ready to resume working!

When should I lock my workstation?  Anytime that you are logged into the computer as YOU, will not be using the computer for a period of time, and you will not be able to ensure that no one else will be able to access the computer during that time.
How can I have the computer automatically lock itself when not being used?  (You would use this setting when you want the computer to automatically lock itself after it’s been sitting idle for a period of time that you determine.)  Follow the directions below:
1. Click on the START  button.
2. Click on SETTINGS.

3. Click on CONTROL PANEL.

4. Double-click DISPLAY to open the Display window.

5. Click on the SCREEN SAVER tab. 

6. Choose the screen saver you want.
7. Click so there is a checkmark where it says "Password Protected".
8. Set the amount of minutes you want the computer to be idle before it locks itself. 

9. Click APPLY .

10. Click OK .

11. Close the control panel.

12. YOU'RE DONE!!!
13. If you discover that the timing is too short, or too long, go back into the DISPLAY settings and change it.
Happy computing . . . 
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