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Extraordinary Testing Solutions

How to create a user account in Windows 7

Windows 7 allows you to have multiple users sharing the same computer under their own
individual accounts.
This FAQ will walk you through creating a new account in Windows 7.

This procedure will typically be carried out by the System Administrator or your IT Team.

Open the Windows Control Panel.
When the Control Panel opens you will see a screen similar to the figure below.
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Adjust your computer's settings
Click on a category or use the Search box to find tasks quickhy.

User Accounts and Family Safety

® Add or remove user accounts -

ﬁ Set up parental controls for any user

System and Security

Review your computer's status

s

Back up your computer
Find and fix pro blems

Metwark and Internet
M \iew network status and tasks
=1

Choose homegroup and sharing options

' Hardware and Sound
: ,  View devices and printers
Add a device

i Programs
h-l Il Uninstall a program

Appearance and Personalization
Change the theme

Change desktop background

Adjust screen reselution

Clock, Language, and Region
Change keyboards or other input methods
Change display language

Ease of Access
Let Windows suggest settings
Optimize visual display
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All Control Panel Items
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Click on the Add or remove user accounts option as shown by the red arrow in the previous
figure.

You will now be in the Manage Accounts.

Te-

Send Feegback -5 |[aEa]
@Ovhﬂ « Manage Accounts - |4¢' | Search Control Panel £ |

Choose the account you would like to change

BleepingComputer.com
Administrator
Password protected

Guest
Guest account is off

-—

What is a user account?

Create a new account

Additional things you can do
@SH up Parental Controls

Go to the main User Accounts page

This screen shows all the accounts currently on your computer.
To create a new account, click on the Create a new account option as shown by the red
arrow above.

You will now be at the Create New Account screen.
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Name the account and choose an account type
This name will appear on the Welcome screen and on the Start menu.

"\IE-.'.- account name

*) Standard user
Standard account users can use most software and change system settings that do not affect other users or
it the computer.

@ Administrator
Gve complete access to the computer and can make any desired changes. Based on
ation settings, administrators may be asked to provide their password or confirmation before
making changes that affect other users.

We recornmend that you protect every account with a strong password.

Why is a standard account recommended?

Create Account J [ Cancel ]

In the New account name field, enter the name of the new account that you would like to

create.
We suggest the name should be "lab".
Then create an Administrator account which has full access to the computer and can make

all changes, install software, and create and delete accounts.

When you have finished selecting a name and the type of account you wish to setup, you
should click on the Create Account button.

Your new account will have been created and you will see it listed in the Manage Accounts
screen.
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Choose the account you would like to change
BleepingComputer.com lab
Administrator Administrator
Password protected Password protected
Guest
Guest account is off

Create a new account

What is a uzer account?

Additional things you can do
' Set up Parental Controls

Go to the main User Accounts page

As you can see our new user, named "lab", has been created.

Now when you start Windows 7, you will see the additional account listed in the logon
screen.

That user can then select their login name and login into their profile so they can access
their private data.

We suggest that in this case, that the "lab" user also sets the password to "lab".
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